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Maintain Vendor Application Types 
 
The purpose of this window is to allow the user to maintain the Application Types information. The 
Application Types and Milestone Type combination determines the “days until due” for 
Vendor/Application Milestone activities.  
 
To Maintain Vendor Application Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Application Types as shown below: 
 

 
 

The Maintain Vendor Application Types window is displayed: 
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Figure 1 – Maintain Vendor Application Types 

 
Add Vendor Application Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Vendor Application Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields to add a new Vendor Application Type. 

3. In the Code field, enter a number for the new Vendor Application Types to be added.  If the code you 
choose is already in use for another Vendor Application Types, the System displays a pop-up window 
indicating: “Row already exists with same Code.”  Click the OK button, delete the Code number inserted, 
and enter a different number. 

4. TAB to the Description field and enter the description of the new Vendor Application Types. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
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Update a Vendor Application Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Vendor Application Type being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Vendor Application Type. 
7. Update the Vendor Application Type as needed. (Note: The System will not allow updates to the Code itself.  

If attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Vendor Application Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Vendor Application Type being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Vendor Application Type. 
7. Verify that the information being displayed is for the Vendor Application Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Vendor Application Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 1 – Maintain Vendor Application Types 
 
Fields 
 
Code - The user-defined identification for the application type. This field is mandatory. 
Description - The description for the application type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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 Maintain Application Milestones  
  
To Maintain Application Milestones: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Application Milestones as shown below: 

 

 
 

The Maintain Application Milestones window is displayed: 
 

 
Figure 2 – Maintain Application Milestones 
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Add a Vendor Application Milestone 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Applicant Type 
field.  The System also displays the Description and any existing Comments for that Vendor Application 
Milestone.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Applicant Type and 
Description fields for you to add a new Vendor Application Milestone. 

3. In the Applicant Type field, enter a number for the new Vendor Application Milestone to be added.  If the 
code you choose is already in use for another Vendor Application Milestone, the System displays a pop-up 
window indicating: “Row already exists with same Applicant Type.”  Click the OK button, delete the 
Applicant Type inserted, and enter a different one. 

4. TAB to the Description field and enter the description of the new Vendor Application Milestone. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Vendor Milestone 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Applicant Type fields.   
4. In the appropriate field, enter either the Applicant Type or the Description of the Application Milestone 

being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Application Milestone. 
7. Update the Application Milestone as needed. (Note: The System will not allow updates to the Applicant 

Type itself.  If attempted, the system will indicate: “Field is protected against update”). 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Vendor Milestone 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Applicant Type fields.   
4. In the appropriate field, enter either the Applicant Type or the Description of the Vendor Milestone being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Vendor Milestone. 
7. Verify that the information being displayed is for the Vendor Milestone to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Vendor Milestone. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 
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Figure 2 – Maintain Application Milestones 
 
Fields 
 
Application Type - The user-defined identification for the application type. This field is mandatory. 
Milestone Type - The user-defined identification for the milestone type. This field is mandatory. 
Description - The description for the milestone type. This field is display only. 
Days Out - The number of days that can pass before a milestone activity is scheduled to be due. This 
field is mandatory. 
Seq. - The sequence number for the milestone types. This field causes the application/milestone entries to 
be displayed in a user-specified order. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Banks 

 
To Maintain Banks: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Banks as shown below: 

 

 
 

The Maintain Banks window is displayed: 
 

 
Figure 3 – Maintain Banks 
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Figure 4 – Maintain Banks (Maintain Bank Address/Phone Pop-up) 

 
Add a Bank 
 

1. The System defaults the cursor to highlight the routing number under the first entry in the Routing Number 
field.  The System also displays the name and federal ID and any existing Comments for that Bank.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Routing Number and 
Name fields for you to add a new Bank. 

3. In the Routing Number field, enter a number for the new Bank to be added.  If the Routing Number you 
choose is already in use for another Bank, the System displays a pop-up window indicating: “Row already 
exists with same Routing Number.”  Click the OK button, delete the Routing Number number inserted, and 
enter a different number. 

4. TAB to the Name field and enter the name of the new Bank. 
5. TAB to the Federal ID field and enter the Federal ID for the Bank. 
6. TAB to the Address/Phone field and enter the address and phone for the Bank being added. 
7. TAB to the Comment field and enter any applicable comments. 
8. Click the Save icon.   
9. The system displays a pop-up window indicating: “Transaction completed.”   
10. Click the OK button. 
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Update a Bank 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Routing Number fields.   
4. In the appropriate field, enter either the Routing Number or the Name of the Bank being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. TAB to the Federal ID field and enter the Federal ID for the Bank.  
7. TAB to the Address/Phone field and enter the address and phone for the Bank being added. 
8. The System displays any known data corresponding to this Bank. 
9. Update the Bank as needed. (Note: The System will not allow updates to the Routing Number itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
10. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
11. Click the OK button. 
 
Delete a Bank 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Routing Number fields.   
4. In the appropriate field, enter either the Routing Number or the Name of the Bank being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Bank. 
7. Verify that the information being displayed is for the Bank to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Bank. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 
Figure 3 – Maintain Banks 
 
Fields 
 
Routing Number - A ten digit identification number that uniquely identifies a bank. This field is 
mandatory. 
Name - The name of the banking institution accepting WIC food instruments for deposit. This field is 
mandatory. 
Federal ID - A nine character identifier that defines the bank for tax purposes. This field is mandatory.  
Comment - The user may provide any comment or remarks. This field is optional. 
 
Push Button(s) 
 
Address/Phone - Brings up the Bank Address/Phone window. 
 
Figure 4 – Maintain Banks (Maintain Bank Address/Phone Pop-up) 
 
Fields (Address section) 
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Address 1 - The Bank Branch street address. This is a mandatory field. 
Address 2 - A continuation of the Bank’s street address. This is an optional field. 
City - The city in which the Bank is located. This field is mandatory and can be selected from a list of 
values. Selection of a city will also fill in the state and county information. For more information, please 
refer to the Locales table in System Administration. 
County - The county in which the Bank is located. This field is display only. It will be filled in when a 
city or zip is selected. 
State - The state in which Bank is located. This field is display only. It will be filled in when a city or zip 
is selected. 
Zip - The zip code in which the Bank is located. This field is mandatory and can be selected from a list of 
values. Selection of a zip will also fill in the county, state and city information. The zip plus 4 can be 
entered by the user and is optional. For more information, please refer to the Zip Code table in System 
Administration. 
 
Fields (Phone section) 
 
Phone - The phone number of the Bank. One phone number is required for the Bank; otherwise this field 
is optional. 
Ext. - The extension of the Bank. This field is optional. 
Phone Type - The type of phone/telecommunications device. This field is mandatory if Phone is filled in. 
This field can be chosen from a list of values. For more information, please refer to the Phone Type table 
in Systems Administration. 
 
Check Boxes 
 
(Pri) Primary Phone - A check box that indicates one of the phone numbers is the primary phone. If at 
least one Phone is entered, the user must designate one as primary by clicking on the check box to the 
right of the selected phone number. 
 
Push Button(s)  
 
OK - Closes the window, returning the user to the previous screen or window. 
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Maintain Contact Types 

 
To Maintain Contact Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Contact Types as shown below: 
 

 
 
The Maintain Contact Types window is displayed: 
 

 
Figure 5 – Maintain Contact Types 
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Add Contact Type 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Contact Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new contact type. 

3. In the Code field, enter a number for the new Contact Type to be added.  If the code you choose is already 
in use for another Contact Type, the System displays a pop-up window indicating: “Row already exists with 
same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Contact Type. 
5. TAB to the over percent field and enter the appropriate override percent. 
6. TAB to the Comment field and enter any applicable comments. 
7. Click the Save icon.   
8. The system displays a pop-up window indicating: “Transaction completed.”   
9. Click the OK button. 
 
Update a Contact Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Contact Type being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Contact Type. 
7. Update the Contact Type as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Contact Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Contact Type being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Contact Type. 
7. Verify that the information being displayed is for the Contact Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed”. 
10. Click the OK button to successfully delete the Contact Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 5 – Maintain Contact Types 
 
Fields 
 
Code - The user-defined identification for the contact type. This field is mandatory. 
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Description - The description for the contact type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Denial Reason 

 
To Maintain Denial Reasons: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Denial Reasons as shown below: 
 

 
 
The Denial Reasons window is displayed: 
 

 
Figure 6 – Maintain Denial Reasons 
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Add a Denial Reason 
 
1. The System defaults the cursor to highlight the ID under the first entry in the ID field.  The System also 

displays the Description and any existing Comments for that Denial Reason.   
2. Click the Insert Record icon on the toolbar. The System creates a blank line under the ID and Description 

fields for you to add a new denial reason. 
3. In the ID field, enter a number for the new Denial Reason to be added.  If the ID you choose is already in 

use for another Denial Reason, the System displays a pop-up window indicating: “Row already exists with 
same ID.”  Click the OK button, delete the ID number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Denial Reason. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Denial Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Denial Reason being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Denial Reason. 
7. Update the Denial Reason as needed. (Note: The System will not allow updates to the ID itself.  If attempted, 

the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Denial Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Denial Reason being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Denial Reason. 
7. Verify that the information being displayed is for the Denial Reason to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Denial Reason. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 6 – Maintain Denial Reasons 
 
Fields 
 
ID - The user-defined identification for the denial reason. This field is mandatory. 
Description - The description for the denial reasons. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Disqualification Reason 

 
To Maintain Disqualification Reasons: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Disqualification Reasons as shown below: 
 

 
 
The Disqualification Reasons window is displayed: 
 

 
Figure 7 – Maintain Disqualification Reasons 
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Add a Disqualification Reason 
 

1. The System defaults the cursor to highlight the ID number under the first entry in the ID field.  The System 
also displays the Description and any existing Comments for that Disqualification Reason.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the ID and Description 
fields for you to add a new Disqualification Reason. 

3. In the ID field, enter a number for the new Disqualification Reason to be added.  If the ID you choose is 
already in use for another Disqualification Reason, the System displays a pop-up window indicating: “Row 
already exists with same ID.”  Click the OK button, delete the ID number inserted, and enter a different 
number. 

4. TAB to the Description field and enter the description of the new Disqualification Reason. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Disqualification Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Disqualification Reason being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Disqualification Reason. 
7. Update the Disqualification Reason as needed. (Note: The System will not allow updates to the ID itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Disqualification Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Disqualification Reason being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Disqualification Reason. 
7. Verify that the information being displayed is for the Disqualification Reason to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Disqualification Reason. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 7 – Maintain Disqualification Reasons 
 
Fields 
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ID - The user-defined identification for the disqualification reason. This field is mandatory. 
Description - The description for the disqualification reasons. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain FSP Regional Offices 

 
To Maintain FSP Regional Offices: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click FSP Regional Offices as shown below: 
 

 
 
The FSP Regional Offices window is displayed: 
 

 
Figure 8 – Maintain FSP Regional Offices 
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Add a FSP Regional Office 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that FSP Regional Office.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new FSP Regional Office. 

3. In the Code field, enter a number for the new FSP Regional Office to be added.  If the code you choose is 
already in use for another FSP Regional Office, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new FSP Regional Office. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a FSP Regional Office 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the FSP Regional Office being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this FSP Regional Office. 
7. Update the FSP Regional Office as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a FSP Regional Office 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the FSP Regional Office being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this FSP Regional Office. 
7. Verify that the information being displayed is for the FSP Regional Office to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the FSP Regional Office. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 8 – Maintain FSP Regional Offices 
 
Fields 
 
Code - This field is a unique identifier for the FSP (Food Stamp Program) Regional Office. This field is 

CMA Consulting Services 3-23 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

mandatory. 
Description - This field is a description of the FSP Regional Office. This field is mandatory. 
Comment - The user may provide comments or notes. This field is optional.  
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Maintain FSP Violations 

 
To Maintain FSP Violations: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click FSP Violations as shown below: 
 

 
 
The FSP Violations window is displayed: 
 

 
Figure 9 – Maintain FSP Violations 
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Add a FSP Violation 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that FSP Violation.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new FSP Violation. 

3. In the Code field, enter a number for the new FSP Violation to be added.  If the code you choose is already 
in use for another FSP Violation, the System displays a pop-up window indicating: “Row already exists 
with same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new FSP Violation. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a FSP Violation 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the FSP Violation being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this FSP Violation. 
7. Update the FSP Violation as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a FSP Violation 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the FSP Violation being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this FSP Violation. 
7. Verify that the information being displayed is for the FSP Violation to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the FSP Violation. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 9 – Maintain FSP Violations 
 
Fields 
 
Code - This field is a unique identifier for the FSP (Food Stamp Program) Violation Type. This field is 
mandatory.  
Description - This field is a description for the unique identifier for the FSP Violation Type. This field is 
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mandatory. 
Comment - The user may provide comments or notes. This field is optional.  
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Maintain Health Viola ion Types t

 
To Maintain Health Violation Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Health Violation as shown below: 
 

 
 
The Maintain Health Violation Types window is displayed: 
 

 
Figure 10 – Maintain Health Violation Types 
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Add Health Violation Type 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Health Violation Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Health Violation Type. 

3. In the Code field, enter a number for the new Health Violation Type to be added.  If the code you choose is 
already in use for another Health Violation Type, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Health Violation Type. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Health Violation Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Health Violation Type being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Health Violation Type. 
7. Update the Health Violation Type as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Health Violation Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Health Violation Type being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Health Violation Type. 
7. Verify that the information being displayed is for the Health Violation Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction complete.” 
10. Click the OK button to successfully delete the Health Violation Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 10 – Maintain Health Violation Types 
 
Fields 
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Code - The unique identifier for the health violation type. This field is mandatory. 
Description - The description of the unique identifier for the health violation. This field is mandatory. 
Comment - The user may provide comments or notes. This field is optional. 
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Maintain Milestone Types 

 
To Maintain Milestone Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Milestones as shown below: 
 

 
 
The Maintain Milestone Types window is displayed: 
 

 
Figure 11 – Maintain Milestone Types 
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Add Milestone Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Milestone Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Milestone Type. 

3. In the Code field, enter a number for the new Milestone Type to be added.  If the code you choose is 
already in use for another Milestone Type, the System displays a pop-up window indicating: “Row already 
exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a different 
number. 

4. TAB to the Description field and enter the description of the new Milestone Type. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Milestone Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Milestone Type being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Milestone Type. 
7. Update the Milestone Type as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Milestone Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Milestone Type being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Milestone Type. 
7. Verify that the information being displayed is for the Milestone Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Milestone Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 11 – Maintain Milestone Types 
 
Fields 
 
Code - The user-defined identification for the milestone types. This field is mandatory. 
Description - The description for the milestone type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
 

CMA Consulting Services 3-33 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Maintain Owner Type 

 
To Maintain Owner Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Owner Types as shown below: 
 

 
 
The Maintain Owner Types window is displayed: 
 

 
Figure 12 – Maintain Owner Type 
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Add Owner Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Owner Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Owner Type. 

3. In the Code field, enter a number for the new Owner Type to be added.  If the code you choose is already in 
use for another Owner Type, the System displays a pop-up window indicating: “Row already exists with 
same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Owner Type. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Owner Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Owner Type being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Owner Type. 
7. Update the Owner Type as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Owner Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Owner Type being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Owner Type. 
7. Verify that the information being displayed is for the Owner Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Owner Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 
Figure 12 – Maintain Owner Type 
 
Fields 
 
Code - The user-defined identification code for the Owner type. This field is mandatory. 
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Description - The description for the Owner type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Peer Groups 

 
To Maintain Peer Groups: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Peer Groups as shown below: 
 

 
 
The Maintain Peer Groups window is displayed: 
 

 
Figure 13 – Maintain Peer Groups 
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Add Peer Groups 
 

1. The System defaults the cursor to highlight the ID number under the first entry in the ID field.  The System 
also displays the Description and any existing Comments for that Peer Group.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the ID and Description 
fields for you to add a new Peer Group. 

3. In the ID field, enter a number for the new Peer Group to be added.  If the ID you choose is already in use 
for another Peer Group, the System displays a pop-up window indicating: “Row already exists with same 
ID.”  Click the OK button, delete the ID number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Peer Group. 
5. Tab to the over percent field and enter the override percent for the peer group. 
6. TAB to the Comment field and enter any applicable comments. 
7. Click the Save icon.   
8. The system displays a pop-up window indicating: “Transaction completed.”   
9. Click the OK button. 
 
Update a Peer Group 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Peer Group being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Peer Group. 
7. Update the Peer Group as needed. (Note: The System will not allow updates to the ID itself.  If attempted, 

the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Peer Group 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Peer Group being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Peer Group. 
7. Verify that the information being displayed is for the Peer Group to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Peer Group. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 13 – Maintain Peer Groups 
 
Fields 
 
ID - The user-defined identification for the peer group. This field is mandatory. 
Description - The description for the peer groups. This field is mandatory. 
Over Percent - The default override percent for the peer group. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Pilot Study Answers 
 
To Maintain Pilot Study Answers: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Pilot Study Answers as shown below: 
 

 
 
The Maintain Pilot Study Answers window is displayed: 
 

 
Figure 14 – Pilot Study Answers 
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Add Pilot Study Answers 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Pilot Study Answer.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Pilot Study Answer. 

3. In the Code field, enter a number for the new Pilot Study Answer to be added.  If the code you choose is 
already in use for another Pilot Study Answer, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Pilot Study Answer. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Pilot Study Answer 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Pilot Study Answer being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Pilot Study Answer. 
7. Update the Pilot Study Answer as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Pilot Study Answer 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Pilot Study Answer being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Pilot Study Answer. 
7. Verify that the information being displayed is for the Pilot Study Answer to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Pilot Study Answer. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 14 – Pilot Study Answers 
 
Fields (Answer Type section) 
 
Code - The Answer Type code. This field is mandatory, and existing Answer Types can be selected from 
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a list of values. 
Description - The description of the Code. This field is display only. 
 
Fields (Answer section) 
 
Order - The order in which the answers for the Answer Type should be displayed. This field is 
mandatory. 
Value - The Answer code value which is associated with the Answer Type. This field is mandatory. 
Description - The description of the Value. This field is mandatory. 
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Maintain Pilot Study Questions 
 
To Maintain Pilot Study Questions: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Pilot Study Questions as shown below: 
 

 
 
The Maintain Pilot Study Questions window is displayed: 
 

 
Figure 15 – Pilot Study Questions 
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Add Pilot Study Questions 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Pilot Study Question.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Pilot Study Question. 

3. In the Code field, enter a number for the new Pilot Study Question to be added.  If the code you choose is 
already in use for another Pilot Study Question, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Pilot Study Question. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Pilot Study Question 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Pilot Study Question being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Pilot Study Question. 
7. Update the Pilot Study Question as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Pilot Study Question 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Pilot Study Question being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Pilot Study Question. 
7. Verify that the information being displayed is for the Pilot Study Question to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Pilot Study Question. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 15 – Pilot Study Questions 
 
Fields 
 
Code - The code that identifies the question. This field is mandatory. 
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Question Text - The text of the question. This field is mandatory. 
Answer Type - The Answer Type of the answers that can be used with this question. This field is 
mandatory and can be selected from a list of values. For more information, please refer to the Pilot 
Answers table. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Risk Factors 

 
To Maintain Risk Factors: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Risk Factors as shown below: 
 

 
 
The Maintain Risk Factors window is displayed: 
 

 
Figure 16 – Maintain Risk Factors 
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Add Risk Factors 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Risk Factor.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Risk Factor. 

3. In the Code field, enter a number for the new Risk Factor to be added.  If the code you choose is already in 
use for another Risk Factor, the System displays a pop-up window indicating: “Row already exists with 
same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Risk Factor. 
5. TAB to the weight factor field and enter the appropriate number. 
6. TAB to the Comment field and enter any applicable comments. 
7. Click the Save icon.   
8. The system displays a pop-up window indicating: “Transaction completed.”   
9. Click the OK button. 
 
Update a Risk Factor 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Risk Factor being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Risk Factor. 
7. Update the Risk Factor as needed. (Note: The System will not allow updates to the Code itself.  If attempted, 

the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Risk Factor 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Risk Factor being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Risk Factor. 
7. Verify that the information being displayed is for the Risk Factor to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Risk Factor. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 16 – Maintain Risk Factors 
 
Fields    
 
Code - The identifying code for the risk factor. This field is mandatory. 
Description - The description of the risk factor. This field is mandatory. 
Weight Factor - A weight applied to the risk factor for the purpose of priority. This field is mandatory. 
Comment - The comments applied to each risk factor entered. This field is optional. 
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Maintain Risk Level 

 
To Maintain Risk Levels: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Risk Levels as shown below: 
 

 
 
The Maintain Risk Levels window is displayed: 
 

 
Figure 17 – Maintain Risk Levels 
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Add Risk Levels 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Risk Level.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Risk Level. 

3. In the Code field, enter a number for the new Risk Level to be added.  If the code you choose is already in 
use for another Risk Level, the System displays a pop-up window indicating: “Row already exists with 
same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Risk Level. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Risk Level 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Risk Level being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Risk Level. 
7. Update the Risk Level as needed. (Note: The System will not allow updates to the Code itself.  If attempted, 

the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Risk Level 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Risk Level being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Risk Level. 
7. Verify that the information being displayed is for the Risk Level to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Risk Level. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 17 – Maintain Risk Levels 
 
Fields  
 
ID - The user-defined identification for the risk level. This field is mandatory. 
Description - The description for the risk level. This field is mandatory. 
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Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain S atus t

 
To Maintain Status: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Statuses as shown below: 
 

 
 
The Maintain Status window is displayed: 
 

 

Figure 18 – Maintain Statuses 
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Add Status 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Status.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Status. 

3. In the Code field, enter a number for the new Status to be added.  If the code you choose is already in use 
for another Status, the System displays a pop-up window indicating: “Row already exists with same Code.”  
Click the OK button, delete the Code number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new Status. 
5. TAB to the checkboxes and check the appropriate ones. 
6. TAB to the Comment field and enter any applicable comments. 
7. Click the Save icon.   
8. The system displays a pop-up window indicating: “Transaction completed.”   
9. Click the OK button. 
 
Update a Status 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Status being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Status. 
7. Update the Status as needed. (Note: The System will not allow updates to the Code itself.  If attempted, the 

system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Status 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Status being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Status. 
7. Verify that the information being displayed is for the Status to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Status. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 18 – Maintain Statuses 
 
Fields 
 
Code - The user-defined identification code for the Vendor/Applicant status. This field is mandatory. 
Description - The description of Vendor/Applicant status. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
 
Checkboxes 
 
FI Redemption - A check box that indicates a Vendor with this status can accept FI’s. This check box 
cannot be marked unless the Vendor Flag is marked. 
Applicant Flag - A check box that indicates an Applicant with this status is applying for WIC 
authorization. This check box cannot be marked if either the FI Redemption or Vendor Flag are marked. 
Vendor Flag - A check box that indicates a Vendor with this status has been authorized for WIC. This 
check box cannot be marked if the Applicant Flag is marked. This check box must be marked if the FI 
Redemption is marked. 
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Maintain Suspension Reason 

 
To Maintain Suspension Reasons: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Suspension Reasons as shown below: 
 

 
The Maintain Suspension Reasons window is displayed: 
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Figure 19 – Maintain Suspension Reason 

Suspension Reasons Add
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Update a Suspension Reason 
 
1. Press the F7 key or click the Query icon.   
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4. 
5. Press the F8 key or the Query icon to execute the query
. The System displays any known data cor6

7. Upd
atte

8. Click the Save icon. The System displays a pop-up window indicating: “Transaction com
9. Click the OK button. 
 

CMA Consulting Services 3-56 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

Delete a Suspension Reason 
 
1

. The System automatically clears all of the fields. 
nk under the ID fields.   

e Description of the Suspension Reason being deleted.  
ery. 
to this Suspension Reason. 

 is for the Suspension Reason to be deleted.   
 deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Suspension Reason. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 

. Press the F7 key or click the Query icon.   
2
3. The cursor moves to the first bla
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Figure 19 – Maintain Suspension Reason 
 
Fields 
 
ID - The user-defined identification for the suspension reason. This field is mandatory. 
Description - The description for the suspension reasons. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Termination Reasons 

 

2. 
3. 
 

 
To Maintain Termination Reasons: 

1. Click Tables on the Vendor Management main menu. 
Click on Vendor Look-up. 
Click Termination Reasons as shown below: 

 
The Maintain Termination Reasons window is displayed: 
 

 

Figure 20 – Maintain Termination Reasons 
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A
 

dd Termination Reasons 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Termination Reason.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Termination Reason. 

3. In the Code field, enter a number for the new Termination Reason to be added.  If the code you choose is 
already in use for another Termination Reason, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Termination Reason. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Termination Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 

e Code fields.   
 the Description of the Termination Reason being updated.   

. Press the F8 key or the Query icon to execute the query. 
 System displays any known data corresponding to this Termination Reason. 

. Update the Termination Reason as needed. (Note: The System will not allow updates to the Code itself.  If 

ted.” 

Delete a Termination Reason 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Termination Reason being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Termination Reason. 
7. Verify that the information being displayed is for the Termination Reason to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Termination Reason. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

3. The cursor moves to the first blank under th
4. In the appropriate field, enter either the Code or
5
6. The
7

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction comple
9. Click the OK button. 
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Figure 20 – Maintain Termination Reasons 
 
Fields 
 
Code - The user-defined identification for the Vendor termination reason. This field is mandatory. 
Description - The description for the Vendor termination reason. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Vendor/Applicant Type 

3. 
 

 
To Maintain Vendor/Applicant Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 

Click Vendor Types as shown below below: 

 
 
Th  Maintain Vendor Types window is displayed: e
 

 
Figure 21 – Maintain Vendor Types 
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Add Vendor Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 

ption 

If the code you choose 
is already in use for another Vendor/Applicant Type, the System displays a pop-up window indicating: 
“Row already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Vendor/Applicant Type. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Vendor Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Vendor/Applicant Type being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Vendor/Applicant Type. 
7. Update the Vendor/Applicant Type as needed. (Note: The System will not allow updates to the Code itself.  

If attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Vendor Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Vendor/Applicant Type being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Vendor/Applicant Type. 
7. Verify that the information being displayed is for the Vendor/Applicant Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Vendor/Applicant Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 

System also displays the Description and any existing Comments for that Vendor/Applicant Type.   
ode and Descri2. Click the Insert Record icon on the toolbar. The System creates a blank line under the C

fields for you to add a new Vendor/Applicant Type. 
. In the Code field, enter a number for the new Vendor/Applicant Type to be added.  3
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Figure 21 – Maintain Vendor Types  
 
F
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Maintain Wholesalers 

 
To Maintain Wholesalers: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Vendor Look-up. 
3. Click Wholesalers as shown below below: 
 

 
The Maintain Wholesalers window is displayed: 
 

 
Figure 22 – Maintain Wholesalers 
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Figure 23 – Maintain Wholesaler Telephone (s) 
 
Add Wholesalers 
 

The System defaults the cursor to highlight the code number under the first entry in the Wholesaler field.  
The System also displays the Name and any ex

1. 
isting Comments for that Wholesaler.   

. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Name 
saler. 

ber for the new Wholesaler to be added.  If the code you choose is 
r Wholesaler, the System displays a pop-up window indicating: “Row already 

exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a different 

ter the Name of the new Wholesaler. 

2
fields for you to add a new Whole

. In the Wholesaler field, enter a num3
already in use for anothe

number. 
4. TAB to the Name field and en
5. TAB to Address, City, County, State, and Zip fields and enter the Address of the new wholesaler. 
6. TAB to phone pop-up and fill in the appropriate information. 
7. Click OK and return to the Maintain Wholesalers window. 
8. TAB to the Comment field and enter any applicable comments. 
9. TAB to the Field Group description field and select appropriate description from the list of values. 
10. Click the Save icon.   
11. The system displays a pop-up window indicating: “Transaction completed.”   
12. Click the OK button. 
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Update a Wholesaler 
 
1. Press the F7 key or click the Query icon.   

propriate field, enter either the Code or the Name of the Wholesaler being updated.   

. The System displays any known data corresponding to this Wholesaler. 
: The System will not allow updates to the Code itself.  If attempted, 

the system will indicate: “Field is protected against update.”) 

 

. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Name of the Wholesaler being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Wholesaler. 
7. Verify that the information being displayed is for the Wholesaler to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Wholesaler. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 
Figure 22 – Maintain Wholesalers 
 
Fields (Wholesaler section) 
 
Wholesaler - The name of the wholesalers. This field is mandatory and can be selected from a list of 
values. This field is mandatory 
Address - The street address of the Wholesaler. The first line is mandatory, and the second line is 
optional. 

is field is mandatory and can be selected from a list of 
alues. Selection of a city will also fill in the state and county information. For more information, please 

 the Locales table in Systems Administration. 
ounty - The county in which the wholesaler is located. This field is display only. It will be filled in 

holesaler is located. This field is display only. It will be filled in when a 

ministration. 
ast Name - The last name of the person functioning as the Wholesaler’s contact. This field is 

irst Name - The first name of the person functioning as the Wholesaler’s contact. This field is 

2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the ap
5. Press the F8 key or the Query icon to execute the query. 
6
7. Update the Wholesaler as needed. (Note

8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button.
 
Delete a Wholesaler 
 
1. Press the F7 key or click the Query icon.   
2

City - The city in which wholesaler is located. Th
v
refer to
C
when a city or zip is selected. 
State - The state in which the w
city or zip is selected. 
Zip - The wholesaler’s zip code. This field is mandatory and can be selected from a list of values. 
Selection of a zip will also fill in the state and city information. For more information, please refer to the 
Locales table in Systems Ad
L
mandatory. 
F
mandatory.  
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MI1 - The middle initial of the person functioning as the Wholesaler’s contact. This field is optional. 
MI2 - The second middle initial of the person functioning as the Wholesaler’s contact. This field is 
optional. 
Title - The Title description for the person functioning as the Wholesaler’s contact. This field is 
mandatory and can be selected from a list of values. For more information, please refer to the Contact 
Type table. 
Comment - Comments are entered here. This field is optional. 
 
Fields (Wholesaler Food Group section) 
 
Food Group Description - The description of the food group. This field is optional and can be selected 
from the list of values. 
 
Push Button(s) 
 
Phone - Brings up the Wholesaler’s Phone window. 
 

 
Figure 23 – Maintain Wholesaler Telephone (s) 
 
Fields 
 
Phone - The phone number of the Wholesaler. One phone number is required for the Wholesaler; 
otherwise this field is optional. 
Ext. - The extension of the Wholesaler. This field is optional. 
Phone Type - The type of phone/telecommunications device. This field is mandatory if Phone is filled in. 
This field can be chosen from a list of values. For more information, please refer to the Phone Type table 
in Systems Administration. 
 
Push Button(s)  
 
OK - Closes the window, returning the user to the previous screen or window. 
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Maintain WIC Codes 

 

 

2. 
3. 

To Maintain WIC Codes: 

1. Click Tables on the Vendor Management main menu. 
Click on Vendor Look-up. 
Click WIC Codes as shown below: 

 

 
s window is displayed: Th  Maintain WIC Codee

 

 
Figure 24 – Maintain WIC Codes 
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Add WIC Codes 
 

1. The System defaults the cursor to highlight the ID number under the first entry in the ID field.  The System 
also displays the Description and any existing Comments for that WIC ID.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the ID and Description 
fields for you to add a new WIC ID. 

3. In the ID field, enter a number for the new WIC ID to be added.  If the ID you choose is already in use for 
another WIC ID, the System displays a pop-up window indicating: “Row already exists with same ID.”  
Click the OK button, delete the ID number inserted, and enter a different number. 

4. TAB to the Description field and enter the description of the new WIC ID. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a WIC Code 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the WIC Code being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this WIC Code. 
7. Update the WIC Code as needed. (Note: The System will not allow updates to the ID itself.  If attempted, the 

system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a WIC Code 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the WIC Code being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this WIC Code. 
7. Verify that the information being displayed is for the WIC Code to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the WIC Code. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 
Figure 24 – Maintain WIC Codes 
 
Fields 
 
ID - The user-defined identification for the WIC Codes. This field is mandatory. 
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Description - The description for the WIC Codes. This field is mandatory. 
C any comments or remarks. This field is optional. omment - The user may provide 
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Maintain Communications  

 M

nu. 

 
To aintain Communications: 
 
1. Click Tables on the Vendor Management main me
2. Click on Education Codes. 
3. Click Communications as shown below: 
 

 
The Maintain Communications window is displayed: 
 

 

Figure 25 – Maintain Communications 
 
Add Communications 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  
The System also displays the Description and any existing Comments for that Communication.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and 
Description fields for you to add a new Communication. 

3. In the Code field, enter a number for the new Communication to be added.  If the code you choose is 
already in use for another Communication, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
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different number. 
and enter the description of the new Communication. 

5.
. Click the Save icon.   

 window indicating: “Transaction completed.”   
. Click the OK button. 

. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Communication being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Communication. 

tem will not allow pdates to the Code itself.  If 
 against update.”) 

. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Communication 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Communication being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Communication. 
7. Verify that the information being displayed is for the Communication to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Communication. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 

4. TAB to the Description field 
 TAB to the Comment field and enter any applicable comments. 

6
7. The system displays a pop-up
8
 
Update a Communication 
 
. Press the F7 key or click the Query icon.   1

2

7. Update the Communication as needed. (Note: The Sys
attempted, the system will indicate: “Field is protected

 u

8
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Figure 25 – Maintain Communications 
 
Fields 
 

- The unique identifier for the Communication. This field is mandatoryID . 
atory. 

y provide comments or notes. This field is optional. 
Description - The description of the unique identifier for the Communication. This field is mand
Comment - The user ma
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Maintain Delivery Method  

 
To Maintain Delivery Methods: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Education Codes. 
3. Click Delivery Methods as shown below: 
 

 
The Maintain Delivery Methods window is displayed: 
 

 

Figure 26 – Maintain Delivery Methods 
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A
 

highlight the ID number under the first entry in the ID field.  The System 
d any existing Comments for that Delivery Method.   

under the ID and Description 

y Method to be added.  If the ID you choose is already in 
em displays a pop-up window indicating: “Row already exists 

with same ID.”  Click the OK button, delete the ID number inserted, and enter a different number. 
4. TAB to the Description field and enter the description of the new Delivery Method. 

mments. 
. Click the Save icon.   

7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Delivery Method 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Delivery Method being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Delivery Method. 
7. Update the Delivery Method as needed. (Note: The System will not allow updates to the ID itself.  If 

attempted, the system will indicate: “Field is protected against update”). 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Delivery Method 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, ente  Method being deleted.  
. Press the F8 key or the Query icon to execute the query. 

ys any known data corresponding to this Delivery Method. 
ormation being displayed is for the Delivery Method to be deleted.   

Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 

 
 ssful, 

error message in a pop-up window: “Query 

 

dd Delivery Methods 

1. The System defaults the cursor to 
also displays the Description an

2. Click the Insert Record icon on the toolbar. The System creates a blank line 
fields for you to add a new Delivery Method. 

3. In the ID field, enter a number for the new Deliver
use for another Delivery Method, the Syst

 
5. TAB to the Comment field and enter any applicable co
6

r either the ID or the Description of the Delivery
5
6. The System displa
. Verify that the inf7

8. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed”. 

Click the OK button to successfully delete the Delivery Method. 10.
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was succe

after pressing the F8 key, the system displays the following 
caused no records to be retrieved.  Re-enter.” 
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ure 26 – MFig aintain Delivery Methods 

 
Fields 
 
ID - The unique identifier for the delivery method. This field is mandatory. 

criptionDe  - The description of the unique identifier for the delivery method. This field is mandatory
Comment - The user may provide comments or notes. This field is optional. 

s . 
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Maintain Education Courses 

 
o Maintain Education Courses: 

enu. 

T
 
. Click Tables on the Vendor Management main m1

2. Click on Education Codes. 
 shown below: 3. Click Education Courses as

 

 
The Maintain Education Courses window is displayed: 
 

 
Figure 27 – Maintain Education Courses 

1. 
  

 
Add Education Courses 
 

The System defaults the cursor to highlight the code number under the first entry in the Code field.  
The System also displays the Description and any existing Comments for that Education Course. 

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and 
Description fields for you to add a new Education Course. 

3. In the Code field, enter a number for the new Education Course to be added.  If the code you choose 
is already in use for another Education Course, the System displays a pop-up window indicating: 
“Row already exists with same Code.”  Click the OK button, delete the Code number inserted, and 
enter a different number. 

 Education Course. 4. TAB to the Description field and enter the description of the new
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5. TAB to the Comment field and enter any applicable comments. 

pop-up window indicating: “Transaction completed.”   
. Click the OK button. 

pdate a Education Course 

4. priate field, enter either the Code or the Description of the Education Course being updated.   

   
s. 

.   

y. 

ed.” 

rieved.  Re-enter.” 

course. This field is mandatory. 
s mandatory. 

 
 

6. Click the Save icon.   
7. The system displays a 
8
 
U
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

In the appro
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Education Course. 
7. Update the Education Course as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Education Course 
 
1. Press the F7 key or click the Query icon.
2. The System automatically clears all of the field
3. The cursor moves to the first blank under the Code fields
4. In the appropriate field, enter either the Code or the Description of the Education Course being 

deleted.  
5. Press the F8 key or the Query icon to execute the quer
6. The System displays any known data corresponding to this Education Course. 
7. Verify that the information being displayed is for the Education Course to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
Transaction complet9. Click the Save icon.  The system displays a pop-up window indicating: “

10. Click the OK button to successfully delete the Education Course. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be ret

 
Figure 27 – Maintain Education Courses 
 
Fields 
 
Code - The user-defined identification code for the education 
Description - The description for the education course. This field i
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Education L cationo  

ocations: 

n below: 

 
To Maintain Training/Education L
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Education Codes. 
3. Click Training/Education Locations as show
 

 
The Maintain Training/Education Locations window is displayed: 

 

Figure 28 – Maintain Training/Education Locations 
 
 
Add Training/Education Locations 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  
The System also displays the Description and any existing Comments for that Training/Education 
Location.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and 
Description fields for you to add a new Training/Education Location. 

3. In the Code field, enter a number for the new Training/Education Location to be added.  If the code 
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you choose is already in use for another Training/Education Location, the System displays a pop-up 
window indicating: “Row already exists with same Code.”  Click the OK button, delete the Code 

4. on Location. 

6. 

8.
 

e first blank under the Code fields.   
r either the Code or the Description of the Training/Education Location being 

. Press the F8 key or the Query icon to execute the query. 
sponding to this Training/Education Location. 

d. (Note: The System will not allow updates to the Code 
tected against update.”) 

 

ally clears all of the fields. 
. The cursor moves to the first blank under the Code fields.   

ield, enter either the Code or the Description of the Training/Education Location being 
deleted.  

5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Training/Education Location. 
7. Verify that the information being displayed is for the Training/Education Location to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Training/Education Location. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 

number inserted, and enter a different number. 
TAB to the Description field and enter the description of the new Training/Educati

5. TAB to the Comment field and enter any applicable comments. 
Click the Save icon.   

7. The system displays a pop-up window indicating: “Transaction completed.”   
 Click the OK button. 

Update a Training/Education Location 
 

k the Query icon.   1. Press the F7 key or clic
2. The System automatically clears all of the fields. 
3. The cursor moves to th
. In the appropriate field, ente4

updated.   
5
6. The System displays any known data corre
7. Update the Training/Education Location as neede

itself.  If attempted, the system will indicate: “Field is pro
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Training/Education Location 

1. Press the F7 key or click the Query icon.   
2. The System automatic
3
4. In the appropriate f
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Figure 28 – Maintain Training/Education Locations 
 
Fields 
 
Code - The education location code. This field is mandatory. 
Description - The education description. This field is mandatory. 
Comment - The user may add appropriate comments or notes. This field is optional. 
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Maintain Education Trainers 

 
To Maintain Education Trainers: 

. Click Tables on the Vendor Management main menu. 
2. Click on Education Codes. 
3. Click Education Trainers as shown below: 
 

 
1

 
The Maintain Education Trainers window is displayed: 
 

 

Figure 29 – Maintain Education Trainers 
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Add Education Trainers 

er. 

r 

er. 

elete a Education Trainer 
 

 

1. The System defaults the cursor to highlight the ID number under the first entry in the ID field.  The System 
also displays the Description and any existing Comments for that Education Trainers.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the ID and Description 
fields for you to add a new Education Train

3. In the ID field, enter a number for the new Education Trainer to be added.  If the ID you choose is already 
in use for another Education Trainer, the System displays a pop-up window indicating: “Row already exists 
with same ID.”  Click the OK button, delete the ID number inserted, and enter a different number. 

er. 4. TAB to the Description field and enter the description of the new Education Train
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Education Traine
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the ID fields.   
4. In the appropriate field, enter either the ID or the Description of the Education Trainer being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Education Train
7. Update the Education Trainer as needed. (Note: The System will not allow updates to the ID itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
D
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1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 

under the ID fields.   
. In the appropriate field, enter either the ID or the Description of the Education Trainer being deleted.  

s the F8 key or the Query icon to execute the query. 
. The System displays any known data corresponding to this Education Trainer. 

 
ow, leaving the fields blank. 

ompleted.” 
10. Click the OK button to successfully delete the Education Trainer. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was successful, 

after pressing the F8 key, the system displays the following error message in a pop-up window: “Query 
caused no records to be retrieved.  Re-enter.” 

 

 
3. The cursor moves to the first blank 
4
5. Pres
6
7. Verify that the information being displayed is for the Education Trainer to be deleted.  
8. Click the Remove Record icon.  The System deletes the record from the wind
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction c

 
Figure 29 – Maintain Education Trainers 
 
Fields 
 
ID - The user-defined identification for the education trainer. This field is mandatory. 
Description - The description for the education trainer. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
 

Maintain Activity Types 

 
To Maintain Activity Types: 
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1. Click Tables on the Vendor Management main menu. 
2

 Click Activity Types as shown below: 
. Click on Monitoring Codes. 

3.
 

 
The Maintain Activity Types window is displayed: 
 

 

Figure 30 – Maintain Activity Types 
 

CMA Consulting Services 3-86 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

Add Activity Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Activity Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Activity Type. 

3. In the Code field, enter a number for the new Activity Type to be added.  If the code you choose is already 
in use for another Activity Type, the System displays a pop-up window indicating: “Row already exists 
with same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 
TAB to the Descrip4. tion field and enter the description of the new Activity Type. 

pop-up window indicating: “Transaction completed.”   

pdate an Activity Type 

. Press the F7 key or click the Query icon.   

 fields.   
tion of the Activity Type being updated.   

is Activity Type. 
ates to the Code itself.  If 

8. ransaction completed.” 

ed.  
5. F8 key or the Query icon to execute the query. 

is Activity Type. 
d.   

g the fields 

9. e Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
 

5 above.  If the deletion was 
p 

5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a 
8. Click the OK button. 
 
U
 
1
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code
4. In the appropriate field, enter either the Code or the Descrip
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to th
7. Update the Activity Type as needed. (Note: The System will not allow upd

attempted, the system will indicate: “Field is protected against update.”) 
Click the Save icon. The System displays a pop-up window indicating: “T

9. Click the OK button. 
 

Delete an Activity Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Activity Type being delet

Press the 
6. The System displays any known data corresponding to th
7. Verify that the information being displayed is for the Activity Type to be delete
8. Click the Remove Record icon.  The System deletes the record from the window, leavin

blank. 
Click th

10. Click the OK button to successfully delete the Activity Type. 
11. To verify that the deletion has worked successfully, repeat steps 1-

successful, after pressing the F8 key, the system displays the following error message in a pop-u
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 30 – Maintain Activity Types 
 
Fields 
 
Code - The user-defined identification for the activity type. This field is mandatory.  
Description - The description for the activity type. This field is mandatory.  
Comment - The user may provide any comments or remarks. This field is optional.  
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Maintain Complaint S urces o

 
To Maintain Complaint Sources: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Complaint Sources as shown below: 
 

 
The Maintain Complaint Sources window is displayed: 
 

 
Figure 31 – Complaint Sources 
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Add Complaint Sources 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Complaint Source.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Complaint Source. 

3. In the Code field, enter a number for the new Complaint Source to be added.  If the code you choose is 
already in use for another Complaint Source, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Complaint Source. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Complaint Source 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Complaint Source being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Complaint Source. 
7. Update the Complaint Source as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Complaint Source 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Complaint Source being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Complaint Source. 
7. Verify that the information being displayed is for the Complaint Source to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Complaint Source. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 31 – Complaint Sources 
 
Fields 
 
Code - The user-defined identification for the complaint source. This field is mandatory.  
Description - The description for the complaint source. This field is mandatory.  
Comment - The user may provide any comments or remarks. This field is optional.  
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Maintain Complaint Statuses 

 
To Maintain Complaint Statuses: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Complaint Statuses as shown below: 
 

 
The Maintain Complaint Statuses window is displayed: 
 

 
Figure 32 – Maintain Complaint Statuses 
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Add Complaint Statuses 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Complaint Status.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Complaint Status. 

3. In the Code field, enter a number for the new Complaint Status to be added.  If the code you choose is 
already in use for another Complaint Status, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Complaint Status. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Complaint Status 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Complaint Status being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Complaint Status. 
7. Update the Complaint Status as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Complaint Status 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Complaint Status being 

deleted.  
Press the 5. F8 key or the Query icon to execute the query. 

6. The System displays any known data corresponding to this Complaint Status. 
7. Verify that the information being displayed is for the Complaint Status to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
Click th9. e Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 

10. Click the OK button to successfully delete the Complaint Status.  
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 32 – Maintain Complaint Statuses 
 
Fields 
 
Code - The user-defined identification for the complaint status. This field is mandatory.  
Description - The description for the complaint status. This field is mandatory.  
Comment - The user may provide any comments or remarks. This field is optional.  
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Maintain Complaint Subject 

 
To Maintain Complaint Subjects: 

n below: 

 
1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Complaint Subjects as show
 

 
The Maintain Complaint Subjects window is displayed: 
 

 

Figure 33 – Maintain Complaints Subjects 
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Add Complaint Subjects 

 Subject.   

t Subject. 

, and enter a 

 Complaint Subject. 
field and enter any applicable comments. 

 pop-up window indicating: “Transaction completed.”   
. Click the OK button. 

pdate a Complaint Subject 

he System displays a pop-up window indicating: “Transaction completed.” 

elete a Complaint Subject 

e Complaint Subject being 

10. 
1. 5 above.  If the deletion was 

 F8 key, the system displays the following error message in a pop-up 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Complaint

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Complain

3. In the Code field, enter a number for the new Complaint Subject to be added.  If the code you choose is 
already in use for another Complaint Subject, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted
different number. 

4. TAB to the Description field and enter the description of the new
5. TAB to the Comment 
6. Click the Save icon.   
7. The system displays a
8
 
U
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

on of the Complaint Subject being updated.   4. In the appropriate field, enter either the Code or the Descripti
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Complaint Subject. 
7. Update the Complaint Subject as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. T
. Click the OK button. 9

 
D

 

1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 

.   3. The cursor moves to the first blank under the Code fields
4. In the appropriate field, enter either the Code or the Description of th

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Complaint Subject. 
7. Verify that the information being displayed is for the Complaint Subject to be deleted.   

record from the window, leaving the fields 8. Click the Remove Record icon.  The System deletes the 
blank. 

9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
Click the OK button to successfully delete the Complaint Subject. 
To verify that the deletion has worked successfully, repeat steps 1-1
successful, after pressing the
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 33 – Maintain Complaints Subjects 
 
Fields 
 
ID - The user-defined identification for the complaint subject. This field is mandatory.  
Description - The description for the complaint subject. This field is mandatory.  
Comment - The user may provide any comments or remarks. This field is optional.  
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Maintain Finding Types 

 
To Maintain Findings: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Findings as shown below: 
 

 
The Maintain Findings window is displayed: 
 

 
Figure 34 – Maintain Findings 
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Add Findings 
 

 Finding.   
ne under the Code and Description 

ystem displays a pop-up window indicating: “Row already exists with same 
erent number. 

 field and enter any applicable comments. 
. Click the Save icon.   

7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Finding 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Finding being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Finding. 
7. Update the Finding as needed. (Note: The System will not allow updates to the Code itself.  If attempted, the 

system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Finding 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Finding being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Finding. 
7. Verify that the information being displayed is for the Finding to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Finding. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 
Figure 34 – Maintain Findings 
 
Fields 
 
Code - The user-defined code for the finding type. This field is mandatory.  

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that

 blank li2. Click the Insert Record icon on the toolbar. The System creates a
fields for you to add a new Finding. 

3. In the Code field, enter a number for the new Finding to be added.  If the code you choose is already in use 
the Sfor another Finding, 

Code.”  Click the OK button, delete the Code number inserted, and enter a diff
n field and enter the description of the new Finding. 4. TAB to the Descriptio

. TAB to the Comment5
6
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Description - The description for the finding type. This field is mandatory.  
omment - The user may provide any comments or remarks. This field is optional.  C
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Maintain Legal Firms 

 
To Maintain Legal Firms: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Legal Firms as shown below: 
 

 
The Maintain Legal Firms window is displayed: 
 

 
Figure 35 – Maintain Legal Firms 
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Figure ne (s) 

dd Legal Firms 
 

1. The System defaults the cursor to highlight the name in the Firm Name field.  The System also displays the 
Address and any existing Comments for that Legal Firm.   

2. Click the Insert Record icon on the toolbar. The System creates a blank record for you to add a new Legal 
Firm. 

3. TAB to the Address fields and enter the Address of the new Legal Firm. 
4. TAB to the Comment field and enter any applicable comments. 
5. TAB to the Legal Representative section of the screen and fill in the name, start date and phone for any 

representatives at the firm. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 

 36 – Maintain Legal Representative Telepho

 
A
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Update a Legal Firm 

Press the F7 key o
 
1. r click the Query icon.   

3. nder the Firm Name field.   
dress of the Legal Firm being updated.   

inst update.”) 
ating: “Transaction completed.” 

1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Firm Name fields.   
4. In the appropriate field, enter either the Name or the Address of the Legal Firm being deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Legal Firm. 
7. Verify that the information being displayed is for the Legal Firm to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Legal Firm. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 

 
Figure 35 – Maintain Legal Firms 
 
Fields (Legal Firm section) 
 
Firm Name - The Legal Firm is chosen here. This field is mandatory. 
Address - The address of the Legal Firm. The first line of address information is mandatory; the second 
line is optional. 
City - The city in which the Legal Firm is located. This field is mandatory and is selected from a list of 
values. Selection of a city will also fill in the state and county information. For more information, please 
refer to window: Maintain Locales. 
County - The county in which the Legal Firm is located. This field is display only. It will be filled in 
when a city or zip is selected. 
State - The state in which the Legal Firm is located. This field is display only. It will be filled in when a 
city or zip is selected. 
Zip - The Legal Firm’s zip code. This field is mandatory and entered from the list of values. Selection of 
a zip code also fills in the state and city information. The zip plus 4 is optional and may be entered by the 
user. For more information, please refer to window: Maintain Zip Codes. 
Comment - The user may provide any comments or remarks. This field is optional. 
 
Fields (Legal Representative section) 

2. The System automatically clears all of the fields. 
The cursor moves to the first blank u

4. In the appropriate field, enter either the Name or the Ad
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Legal Firm. 
7. Update the Legal Firm as needed. (Note: The System will not allow updates to the Code itself.  If attempted, 

the system will indicate: “Field is protected aga
8. Click the Save icon. The System displays a pop-up window indic
9. Click the OK button. 
 
Delete a Legal Firm 
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Last Name - The last name of the Legal Representative employed with the Legal Firm. This field is 

lues.  
tative employed with the Legal Firm. This field is 

ld is display 
y ain Legal Representatives. 

gal Firm. This field is 

Sta field is optional. 

hone window for the Legal Representative. 

one (s) 

. This field is 

play 

disp
om nts or remarks. This field is optional. 

Push Button(s)  

hone - Brings up the phone window for the Legal Representative. 

optional and can be selected from a list of va
First Name - The first name of the Legal Represen
display only. 
MI1 - The first initial of the Legal Representative employed with the Legal Firm. This fie
onl . For more information please refer to window: Maint
MI2 - The second middle initial of the Legal Representative employed with the Le
display only. 

rt Date - The employment start date of the Legal Representative. This 
 
Push Button(s) 
 
Phone - Brings up the p
 
Figure 36 – Maintain Legal Representative Teleph
 
Fields 
 
Last Name - The last name of the Legal Representative employed with the Legal Firm
optional and can be selected from a list of values.  
First Name - The first name of the Legal Representative employed with the Legal Firm. This field is 
display only. 
MI1 - The first initial of the Legal Representative employed with the Legal Firm. This field is dis
only. For more information please refer to window: Maintain Legal Representatives. 
MI2 - The second middle initial of the Legal Representative employed with the Legal Firm. This field is 

lay only. 
ments – The user may provide any commeC

 

 
P
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Maintain Legal Representatives 

 
To Maintain 
 

Legal Representatives: 

1. Click Tables on the Vendor Management main menu. 
2. Click on Monitoring Codes. 
3. Click Legal Representatives as shown below: 
 

 
The Maintain Legal Representatives window is displayed: 
 

 

Figure 37 – Maintain Legal Representatives 
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Figure 38 – Maintain Legal Representative Telephone (s) 

Add Legal Representatives 
 

1. The System defaults the curs try in the Last Name field.  The 
System also displays the First Name, Middle Initials, and any existing Comments for that Legal 
Representative.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Name fields for you 
to add a new Legal Representative. 

3. Enter the Last Name of the new Legal Representative. 
4. TAB to the First Name field and enter the first name of the new Legal Representative. 
5. TAB to the MI fields, and enter the middle initials of the new Legal Representative. 
6. Click on the Phone push button.  The phone pop up screen appears.  Complete the phone information for 

the new Legal Representative. Then click OK. 
7. TAB to the Comment field and enter any applicable comments. 
8. Click the Save icon.   
9. The system displays a pop-up window indicating: “Transaction completed.”   
10. Click the OK button. 
 

 

or to highlight the name under the first en
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Update a Legal Representative 

7. 

n completed.” 

. Press the F7 key or click the Query icon.   
atically clears all of the fields. 

e Last Name fields.   
 of the Legal Representative being deleted.  

ow, leaving the fields blank. 

 
 uccessful, 

: “Query 
e retrieved.  Re-enter.” 

 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Last Name field.   
4. In the appropriate field, enter the Last Name of the Legal Representative being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Legal Representative. 

Update the Legal Representative as needed. (Note: The System will not allow updates to the Code itself.  If 
attempted, the system will indicate: “Field is protected against update.”) 

ating: “Transactio8. Click the Save icon. The System displays a pop-up window indic
9. Click the OK button. 
 
Delete a Legal Representative 
 
1
2. The System autom
3. The cursor moves to the first blank under th
4. In the appropriate field, enter either the Last Name
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Legal Representative. 

al Representative to be deleted.   7. Verify that the information being displayed is for the Leg
8. Click the Remove Record icon.  The System deletes the record from the wind
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Legal Representative. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was s

key, the system displays the following error message in a pop-up windowafter pressing the F8 
caused no records to b

 

 
Figure 37 – Maintain Legal Representatives 
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F
 

ields 

Last Name - The last name of the Legal Representative. This field is mandatory. 
First Name - The first name of the Legal Representative. This field is mandatory. 
MI1 - The first middle initial of the Legal Representative. This field is optional. 
MI2 - The second middle initial of the Legal Representative. This field is optional. 
Comment - The user may provide any comments or remarks. This field is optional. 
 
Push Button(s) 
 
Phone - Brings up the phone pop-up window. 
 
Figure 38 – Maintain Legal Representative Telephone (s) 
 
Fields 
 
Phone - The phone number of the Legal Representative. One phone number is required for the Legal 
Representative; otherwise this field is optional. 
Ext. - The extension of the Legal Representative. This field is optional. 
Phone Type - The type of phone/telecommunications device. This field is mandatory if Phone is filled in. 

more information, please refer to the Phone Type table 

oxes  

ary phone. If at 

 
Push Buttons 
 
OK -  
 

 

This field can be chosen from a list of values. For 
in Systems Administration. 
 
Checkb
 
(Pri) Primary Phone - A check box that indicates one of the phone numbers is the prim
least one Phone is entered, the user must designate one as primary by clicking on the check box to the 
right of the selected phone number. 
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Maintain Appeal Reasons 

 
To Maintain Appeal Reasons: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Appeal Reasons as shown below: 
 

 
The Maintain Appeal Reasons window is displayed: 
 

 

Figure 39 – Maintain Appeal Reasons 
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Add Appeal Reasons 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Appeal Reason.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Appeal Reason. 

3. In the Code field, enter a number for the new Appeal Reason to be added.  If the code you choose is already 
in use for another Appeal Reason, the System displays a pop-up window indicating: “Row already exists 
with same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 
TAB to the Descrip4. tion field and enter the description of the new Appeal Reason. 

pop-up window indicating: “Transaction completed.”   

pdate a Appeal Reason 

. Press the F7 key or click the Query icon.   

 fields.   
tion of the Appeal Reason being updated.   

6.  displays any known data corresponding to this Appeal Reason. 
em will not allow updates to the Code itself.  If 

9. 

k the Query icon.   
. The System automatically clears all of the fields. 

e Code fields.   
e Description of the Appeal Reason being deleted.  

ecord from the window, leaving the fields 

.” 
 
 

5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a 
8. Click the OK button. 
 
U
 
1
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code
4. In the appropriate field, enter either the Code or the Descrip
5. Press the F8 key or the Query icon to execute the query. 

The System
7. Update the Appeal Reason as needed. (Note: The Syst

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 

Click the OK button. 
 
Delete a Appeal Reason 
 
1. Press the F7 key or clic
2
3. The cursor moves to the first blank under th
4. In the appropriate field, enter either the Code or th
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Reason. 
7. Verify that the information being displayed is for the Appeal Reason to be deleted.   
8. Click the Remove Record icon.  The System deletes the r

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed
10. Click the OK button to successfully delete the Appeal Reason. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 39 – Maintain Appeal Reasons 
 
Fields 
 
Code - The user-defined identification for the Appeal reason. This field is mandatory. 
Description - The description for the Appeal reason. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Appeal Reason not Held 

ot Held: 

hown below: 

 
To Maintain Appeal Reason N
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Appeal Reason Step Not Held as s
 

 
 

he Maintain Appeal Reason Not Held window is displayT
 

ed: 

 

Figure 40 – Maintain Appeal Reasons Step not Held 
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Add Appeal Reason Not Held 

ot Held.   

er a 

 Appeal Reason Not Held. 
. 

 Not Held 

4. In the appropriate field, enter either the Code or the Description of the Appeal Reason Step Not Held being 

7. t allow updates to the Code itself.  
st update.”) 

 Not Held 

 

from the window, leaving the fields 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Appeal Reason N

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Appeal Reason Not Held. 

3. In the Code field, enter a number for the new Appeal Reason Not Held to be added.  If the code you choose 
is already in use for another Appeal Reason Not Held, the System displays a pop-up window indicating: 
“Row already exists with same Code.”  Click the OK button, delete the Code number inserted, and ent
different number. 

4. TAB to the Description field and enter the description of the new
5. TAB to the Comment field and enter any applicable comments
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Appeal Reason
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Reason Not Held. 

Update the Appeal Reason Not Held as needed. (Note: The System will no
If attempted, the system will indicate: “Field is protected again

8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Appeal Reason
 

1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

ription of the Appeal Reason Not Held being4. In the appropriate field, enter either the Code or the Desc
deleted.  

5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Reason Not Held. 
7. Verify that the information being displayed is for the Appeal Reason Not Held to be deleted.   
8. Click the Remove Record icon.  The System deletes the record 

blank. 
dicating: “Transaction completed.” 9. Click the Save icon.  The system displays a pop-up window in

10. Click the OK button to successfully delete the Appeal Reason Not Held. 
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 40 – Maintain Appeal Reasons Step not Held 
 
Fields 
 
Code - The user-defined identification for the reason the Appeal step was not held. This field is 
mandatory. 
Description - The description for the reason the Appeal step was not held. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Appeal Results 

 
To Maintain Appeal Results: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Appeal Results as shown below: 
 

 
The Maintain Appeal Results window is displayed: 
 

 
Figure 41 – Maintain Appeal Results 
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Add Appeal Results 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Appeal Result.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Appeal Result. 

3. In the Code field, enter a number for the new Appeal Result to be added.  If the code you choose is already 
in use for another Appeal Result, the System displays a pop-up window indicating: “Row already exists 
with same Code.”  Click the OK button, delete the Code number inserted, and enter a different number. 
TAB to the Descrip4. tion field and enter the description of the new Appeal Result. 

he System displays a pop-up window indicating: “Transaction completed.” 
0. Click the OK button. 

elete Appeal Results 

4. ropriate field, enter either the Code or the Description of the Appeal Result being deleted.  

ng: “Transaction completed.” 

12. 
lowing error message in a pop-up 

window: “Query caused no records to be retrieved.  Re-enter.” 

5. TAB to the Comment field and enter any applicable comments. 
6. Click the Final Result checkbox if this result is a Final Result. 
7. Click the Save icon.   
8. The system displays a pop-up window indicating: “Transaction completed.”   
9. Click the OK button. 
 
Update Appeal Results 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Appeal Result being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Result. 
7. Update the Appeal Result as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Final Result checkbox if this result is a Final Result. 
9. Click the Save icon. T
1
 
D
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

In the app
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Result. 
7. Verify that the information being displayed is for the Appeal Result to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Final Result checkbox if this result is a Final Result. 
10. Click the Save icon.  The system displays a pop-up window indicati
11. Click the OK button to successfully delete the Appeal Result. 

To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 
successful, after pressing the F8 key, the system displays the fol
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Figure 41 – Maintain Appeal Results 
 
Fields 
 
Code - The user-defined identification for the Appeal result. This field is mandatory. 
Description - The description for the Appeal result. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
 
Checkbox 
 
Final Result - A check box that indicates a result of this type is the final result for an Appeal, and the 
close date for the Appeal is required on the Appeal. 
 
 

CMA Consulting Services 3-117 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Maintain Appeal Step Types 

: 

: 

 
To Maintain Appeal Step Types
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Appeal Step Types as shown below
 

 
 
The Maintain Appeal Step Types window is displayed: 
 

 
Figure 42 – Maintain Appeal Step Types 
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Add Appeal Step Types 

  

. 

. 

s 

. 

s 

 

. 

. 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Appeal Step Types. 

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Appeal Step Types

3. In the Code field, enter a number for the new Appeal Step Types to be added.  If the code you choose is 
already in use for another Appeal Step Types, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Appeal Step Types
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Appeal Step Type
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Appeal Step Types being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Step Types
7. Update the Appeal Step Types as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Appeal Step Type
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Appeal Step Types being

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Appeal Step Types
7. Verify that the information being displayed is for the Appeal Step Type to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Appeal Step Types
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 42 – Maintain Appeal Step Types 
 
Fields 
 
Code - The user-defined identification for the Appeal step type. This field is ma
Description - The description for the Appeal step type. This field is mandatory. 

ndatory. 

Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Collections Type 

 
To Maintain Collections Type: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Collections Type as shown below: 
 

 
 
The Maintain Collections Type window is displayed: 
 

 
Figure 43 – Maintain Collections Type 
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Add Collections Type 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Collections Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Collections Type. 

3. In the Code field, enter a number for the new Collections Type to be added.  If the code you choose is 
already in use for another Collections Type, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Collections Type. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Collections Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Collections Type being updated.   

Press the F5. 8 key or the Query icon to execute the query. 
is Collections Type. 

to the Code itself.  If 

8. saction completed.” 

elete a Collections Type 

k the Query icon.   
. The System automatically clears all of the fields. 

e Code fields.   
e Description of the Collections Type being 

6. m displays any known data corresponding to this Collections Type. 
lections Type to be deleted.   

ing the fields 

10. e OK button to successfully delete the Collections Type. 
 

rror message in a pop-up 

6. The System displays any known data corresponding to th
7. Update the Collections Type as needed. (Note: The System will not allow updates 

attempted, the system will indicate: “Field is protected against update.”) 
Click the Save icon. The System displays a pop-up window indicating: “Tran

9. Click the OK button. 
 
D
 
1. Press the F7 key or clic
2
3. The cursor moves to the first blank under th
4. In the appropriate field, enter either the Code or th

deleted.  
5. Press the F8 key or the Query icon to execute the query. 

The Syste
7. Verify that the information being displayed is for the Col
8. Click the Remove Record icon.  The System deletes the record from the window, leav

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 

Click th
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following e
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 43 – Maintain Collections Type 
 
Fields 
 
Code - The user-defined identification for the Collections type. This field is mandatory. 
Description - The description for the Collections type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Compliance Case Status 

 
To Maintain Compliance Case Statuses: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Compliance Case Statuses as shown below: 
 

 
 
The Maintain Compliance Case Statuses window is displayed: 
 

 

Figure 44 – Maintain Compliance Case Statuses 
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Add Compliance Case Statuses 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Compliance Case Status.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Compliance Case Status. 

3. In the Code field, enter a number for the new Compliance Case Status to be added.  If the code you choose 
is already in use for another Compliance Case Status, the System displays a pop-up window indicating: 
“Row already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Compliance Case Status. 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Compliance Case Status 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Compliance Case Status being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Status. 
7. Update the Compliance Case Status as needed. (Note: The System will not allow updates to the Code itself.  

If attempted, the system will indicate: “Field is protected against update.”) 
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 

Delete a Compliance Case Status 

4. te field, enter either the Code or the Description of the Compliance Case Status being 

8. e Remove Record icon.  The System deletes the record from the window, leaving the fields 

ction completed.” 

11. 
lowing error message in a pop-up 

window: “Query caused no records to be retrieved.  Re-enter.” 

 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

In the appropria
deleted.  

5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Status. 
7. Verify that the information being displayed is for the Compliance Case Status to be deleted.   

Click th
blank. 

9. Click the Save icon.  The system displays a pop-up window indicating: “Transa
10. Click the OK button to successfully delete the Compliance Case Status. 

To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 
successful, after pressing the F8 key, the system displays the fol
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Figure 44 – Maintain Compliance Case Statuses 
 
Fields 
 
Code - The user-defined identification for the case status. This field is mandatory. 
Description - The description for the case status. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional 
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Maintain Compliance Case Designations 

s: 

elow: 

 
To Maintain Compliance Case Designation
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Compliance Case Designations as shown b
 

 
 
The Maintain Compliance Case Designations window is displayed: 
 

 
Figure 45 – Maintain Compliance Case Designations 
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Add Compliance Case Designations 

tion.   

ation. 

t number. 
ation. 

ation 

ation. 

te.”) 

ation 

ted.  

ation. 
ted.   

ation. 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Compliance Case Designa

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Compliance Case Design

3. In the Code field, enter a number for the new Compliance Case Designation to be added.  If the code you 
choose is already in use for another Compliance Case Designation, the System displays a pop-up window 
indicating: “Row already exists with same Code.”  Click the OK button, delete the Code number inserted, 
and enter a differen

4. TAB to the Description field and enter the description of the new Compliance Case Design
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Compliance Case Design
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Compliance Case Designation being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Design
7. Update the Compliance Case Designation as needed. (Note: The System will not allow updates to the Code 

itself.  If attempted, the system will indicate: “Field is protected against upda
8. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
9. Click the OK button. 
 
Delete a Compliance Case Design
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Compliance Case Designation 

being dele
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Design
7. Verify that the information being displayed is for the Compliance Case Designation to be dele
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button to successfully delete the Compliance Case Design
11. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 

successful, after pressing the F8 key, the system displays the following error message in a pop-up 
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 45 – Maintain Compliance Case Designations 

.  

 
Fields 
 
Code - The user-defined code for the designation. This field is mandatory.  
Description - The description for the designation. This field is mandatory
Comment - The user may provide any comments or remarks. This field is optional.  
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Maintain Compliance Case Type 

es: 

: 

 
To Maintain Compliance Case Typ
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Compliance Case Types as shown below
 

 
 
The Maintain Compliance Case Types window is displayed: 
 

 
Figure 46 – Maintain Compliance Case types 
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Add Compliance Case Types 

. 

. 

7.  allow updates to the Code itself.  

he System displays a pop-up window indicating: “Transaction completed.” 
. Click the OK button. 

elete a Compliance Case Type 

4. ropriate field, enter either the Code or the Description of the Compliance Case Type being 

8. e Remove Record icon.  The System deletes the record from the window, leaving the fields 

: “Transaction completed.” 

11. 
lowing error message in a pop-up 

window: “Query caused no records to be retrieved.  Re-enter.” 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Compliance Case Type.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 
fields for you to add a new Compliance Case Type

3. In the Code field, enter a number for the new Compliance Case Type to be added.  If the code you choose is 
already in use for another Compliance Case Type, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Compliance Case Type
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Compliance Case Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Compliance Case Type being 

updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Type. 

Update the Compliance Case Type as needed. (Note: The System will not
If attempted, the system will indicate: “Field is protected against update.”) 

8. Click the Save icon. T
9
 
D
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   

In the app
deleted.  

5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Compliance Case Type. 
7. Verify that the information being displayed is for the Compliance Case Type to be deleted.   

Click th
blank. 

9. Click the Save icon.  The system displays a pop-up window indicating
10. Click the OK button to successfully delete the Compliance Case Type. 

To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 
successful, after pressing the F8 key, the system displays the fol
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Figure 46 – Maintain Compliance Case types 
 
Fields 
 
Code - The user-defined identification for the case type. This field is mandatory. 
Description - The description for the case type. This field is mandatory. 
Comment - The user may provide any comments or remarks. This field is optional. 
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Maintain Hearing Officer Type 

ypes: 

low: 

 
To Maintain Hearing Officer T
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Hearing Officer Types as shown be
 

 
 
The Maintain Hearing Officer Types window is displayed: 
 

 
Figure 47 – Maintain Hearing Officer Types 

CMA Consulting Services 3-133 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

Add Hearing Officer Types 
 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description and any existing Comments for that Hearing Officer Type.   
Click the Ins2. ert Record icon on the toolbar. The System creates a blank line under the Code and Description 

3.  Officer Type to be added.  If the code you choose is 

Type. 

 

ally clears all of the fields. 

, enter either the Code or the Description of the Hearing Officer Type being updated.   
. Press the F8 key or the Query icon to execute the query. 

lays any known data corresponding to this Hearing Officer Type. 
. Update the Hearing Officer Type as needed. (Note: The System will not allow updates to the Code itself.  If 

otected against update.”) 
 window indicating: “Transaction completed.” 

2. 

being 

. Press the F8 key or the Query icon to execute the query. 
plays any known data corresponding to this Hearing Officer Type. 

. Verify that the information being displayed is for the Hearing Officer Type to be deleted.   
m deletes the record from the window, leaving the fields 

pleted.” 
 
 t steps 1-5 above.  If the deletion was 

 message in a pop-up 

fields for you to add a new Hearing Officer Type. 
In the Code field, enter a number for the new Hearing
already in use for another Hearing Officer Type, the System displays a pop-up window indicating: “Row 
already exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a 
different number. 

4. TAB to the Description field and enter the description of the new Hearing Officer 
5. TAB to the Comment field and enter any applicable comments. 
6. Click the Save icon.   
7. The system displays a pop-up window indicating: “Transaction completed.”   
8. Click the OK button. 
 
Update a Hearing Officer Type 

1. Press the F7 key or click the Query icon.   
2. The System automatic
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field
5
6. The System disp
7

attempted, the system will indicate: “Field is pr
8. Click the Save icon. The System displays a pop-up
9. Click the OK button. 
 
Delete a Hearing Officer Type 
 
1. Press the F7 key or click the Query icon.   

The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Hearing Officer Type 

deleted.  
5
6. The System dis
7
8. Click the Remove Record icon.  The Syste

blank. 
9. Click the Save icon.  The system displays a pop-up window indicating: “Transaction com
10. Click the OK button to successfully delete the Hearing Officer Type. 
11. To verify that the deletion has worked successfully, repea

successful, after pressing the F8 key, the system displays the following error
window: “Query caused no records to be retrieved.  Re-enter.” 
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Figure 47 – Maintain Hearing Officer Types 

ds 
 
Fiel

 for the Hearing Officer Type. This field is mandatory. 
escription - The description for the Hearing Officer Type. This field is mandatory. 

de any comments or remarks. This field is optional. 

 
Code - The user-defined identification
D
Comment - The user may provi
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Maintain Sanction Types 

 
To Maintain Sanction Types: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Sanction Types as shown below:: 
 

 
The Maintain Sanction Types window is displayed: 
 

 
Figure 48 – Maintain Sanction Types 
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Add Sanction Type Categories and Types 

oints and any existing Comments for that Violation Type 

he Code and Description 

3. ype to be added.  If the code you choose is already 

 the Code number inserted, and enter a different number. 

5. 
6. 
7. e Violation Type section and enter a code number for the new Sanction Type. 

 the list of values. 
 d, it cannot be 

 it has been saved. 

3. The system displays a pop-up window indicating: “Transaction completed.”   
ton. 

of Violation Type Category.   
ype being updated.   

6. . 
ode itself.  If 

Type section and enter a code number for the new Sanction Type. 
. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 

tton. 

3. r moves to the first blank under the Code fields of Violation Type Category.   
ription of the Sanction Type being deleted. 

8. e Remove Record icon.  The System deletes the record from the window, leaving the fields 

ating: “Transaction completed.” 

 

1. The System defaults the cursor to highlight the code number under the first entry in the Code field.  The 
System also displays the Description, Sanction P
Category.   

2. Click the Insert Record icon on the toolbar. The System creates a blank line under t
fields for you to add a new Violation Type Category. 
In the Code field, enter a number for the new Sanction T
in use for another Sanction Type, the System displays a pop-up window indicating: “Row already exists 
with same Code.”  Click the OK button, delete

4. TAB to the Description field and enter the description of the new Sanction Type. 
TAB to the Points field and enter the amount of assessed to the vendor as a result of a violation category. 
TAB to the Comment field and enter any applicable comments. 
TAB to th

8. TAB and enter the Description for the Violation Type. 
9. TAB and select the number of months the sanction type lasts from
10. TAB and enter the Effective Date of the sanction type.  Once this date is entered and save

modified. 
11. TAB and enter the End Date of the sanction type.  This field is modifiable after
12. Click the Save icon.   
1
14. Click the OK but
 
Update a Sanction Type 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields 
4. In the appropriate field, enter either the Code or the Description of the Sanction T
5. Press the F8 key or the Query icon to execute the query. 

The System displays any known data corresponding to this Sanction Type
7. Update the Sanction Type as needed. (Note: The System will not allow updates to the C

attempted, the system will indicate: “Field is protected against update.”) 
8. TAB to the Violation 
9
10. Click the OK bu
 
Delete a Sanction Type 
 
1. Press the F7 key or click the Query icon. 
2. The System automatically clears all of the fields. 

The curso
4. In the appropriate field, enter either the Code or the Desc
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Sanction Type. 
7. Verify that the information being displayed is for the Sanction Type to be deleted. 

Click th
blank. 

9. TAB to the Violation Type section and enter a code number for the new Sanction Type. 
10. Click the Save icon.  The system displays a pop-up window indic
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11. Click the OK button to successfully delete the Sanction Type. 
To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 
successful, after pressing the F8 key, the system displays the fol

12. 
lowing error message in a pop-up 

window: “Query caused no records to be retrieved.  Re-enter.” 

igure 48 – Maintain Sanction Types 

ields (Category section) 

. This field is 

escription - The category description of sanctions for the WIC program. This field is mandatory. 
 points assessed to the Vendor as a result of a violation category. This 

eld is mandatory. 
s optional. 

Code - The user-defined identification for the sanction type. This field is mandatory. 
Description - The description of the sanction type. This field is mandatory. 
Months - The number of months that the sanction type will be in effect. This field is mandatory. 
Effective Date – The date the violation becomes effective.  This field is mandatory, but is not modifiable. 
End Date – The date the violation is no longer effective.  This field is mandatory, and is modifiable. 
Comment - The user may provide any comments or remarks. This field is optional. 
 
 

 

 
F
 
F
 
Code - The user-defined identification for the category of sanctions for the WIC program
mandatory. 
D
Sanction Points - The number of
fi
Comment - The user may provide any comments or remarks. This field i
 
Fields (Violations section) 
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Maintain Violation Actions 

 Actions: 

n below: 

 
To Maintain Violation
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Sanction Codes. 
3. Click Violation Actions as show
 

 
The Maintain Violation Actions window is displayed: 
 

 
Figure 49 – Maintain Violation Actions 
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Add Violation Actions 
 

1. The system defaults the user to highlight the class number under the violation class heading. Enter an ID 

on 

 you choose is 
ow already 

exists with same Code.”  Click the OK button, delete the Code number inserted, and enter a different 
number. 

7. TAB to the Description field and enter the description of the new Violation Action. 
8. TAB to the Comment field and enter any applicable comments. 
9. TAB to the Violation Action section and enter a code number for the new Violation Action. 
10. Click the Save icon.   
11. The system displays a pop-up window indicating: “Transaction completed.”   
12. Click the OK button. 
 
Update a Violation Action 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Violation Action being updated.   
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Violation Action. 
7. Update the Violation Action as needed. (Note: The System will not allow updates to the Code itself.  If 

attempted, the system will indicate: “Field is protected against update.”) 
8. TAB to the Violation Action section and enter a code number for the new Violation Action. 
9. Click the Save icon. The System displays a pop-up window indicating: “Transaction completed.” 
10. Click the OK button. 
 
Delete a Violation Action 
 
1. Press the F7 key or click the Query icon.   
2. The System automatically clears all of the fields. 
3. The cursor moves to the first blank under the Code fields.   
4. In the appropriate field, enter either the Code or the Description of the Violation Action being 

deleted.  
5. Press the F8 key or the Query icon to execute the query. 
6. The System displays any known data corresponding to this Violation Action. 
7. Verify that the information being displayed is for the Violation Action to be deleted.   
8. Click the Remove Record icon.  The System deletes the record from the window, leaving the fields 

blank. 
9. TAB to the Violation Action section and enter a code number for the new Violation Action. 
10. Click the Save icon.  The system displays a pop-up window indicating: “Transaction completed.” 
11. Click the OK button to successfully delete the Violation Action. 

number to identify the field violation class. 
2. TAB to the starting point field and enter the starting number of points for the class. 
3. TAB to the Ending point field and enter the ending number of points for the class. 
4. TAB to the code number under the first entry in the Code field.  The System also displays the Descripti

and any existing Comments for that Violation Action.   
5. Click the Insert Record icon on the toolbar. The System creates a blank line under the Code and Description 

fields for you to add a new Violation Action. 
6. In the Code field, enter a number for the new Violation Action to be added.  If the code

already in use for another Violation Action, the System displays a pop-up window indicating: “R
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12. To verify that the deletion has worked successfully, repeat steps 1-5 above.  If the deletion was 
displays the following error message in a pop-up 

window: “Query caused no records to be retrieved.  Re-enter.” 

lation class. This field is mandatory. 
tarting Point - The ‘from’ point level for the violation class. This field is mandatory. 

Ending Point - The ‘to’ point level for the violation ss. This field is mandatory. 

Code - The identification code of the violation. This field is mandatory. 
Description - The description of the action taken as a result of the violation. This field is mandatory. 
Comment - The user may enter a comment or note about the action. This field is optional.  
 

successful, after pressing the F8 key, the system 

 
igure 49 – Maintain Violation Actions F

 
ion) Field (Violation Class sect

 
lass - The user-defined identification for the vioC

S
cla

 
Field (Violation Action section) 
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Maintain Factors 

o Maintain Factors: 
 
1. Click Tables on the Vendor Management main menu. 
2. Click on Factors. 
3. Click Factors as shown below: 
 

 
T

 
 
The Maintain Factors window is displayed: 
 

 
Figure 50 – Maintain Factors 

 
1. TAB to the Enrollment Price Index percent field and enter the EPI percent for the vendor.  This field is 

mandatory. 
2. TAB to the Date changed field and enter the date the API last changed.  This field is mandatory if EPI % is 

entered. 
3. TAB to the Flagged FI Percent field and enter the correct amount. This field is mandatory.   
4. TAB to the Comments field and enter any appropriate comments.  This field is optional. 
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Figure 50 – Maintain Factors 
 
F

cal Agency’s average price survey for a food 
ackage, past which a Vendor will not be accepted as a WIC Vendor. This factor is used on the 

ld is mandatory. 
n which the Enrollment Price Index Percent was last changed. This field is 

lagged FI Percent - The percent of the state-wide average redeemed amount for a FI, past which a FI is 
determined to be flagged. This field is mandatory. 
Comment - The user may enter a comment or note about the action. This field is optional. 

ields 
 
Enrollment Price Index Percent - The percent of the Lo
p
Enrollment Price Index windows. This fie
Date Changed - The date o
mandatory if the Enrollment Price Index Percent is entered. 
F
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Producing an Electronic ITCA File Report 
 
To Produce an Electronic ITCA File Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click Electronic ITCA File as shown below: 
 

 
 

The Electronic ITCA File runtime parameter window is displayed: 
 

 
Figure 51 - Electronic ITCA File 
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Creating an Elect
 

. Enter the directory and filename of the ITCA file you are about to generate.   If this is being run for 
 must be chosen. 

e green light icon to bring up the preview screen 
 processed per the Output Device selected. 

ronic ITCA File report 

1
the first time then a path and filename

. If Display was selected as the Output Device, click th2
shown below.  Otherwise, the report is

 

 
Figure 52 - Sample Electronic ITCA File Report 

 
Figure 51 - Electronic ITCA File 
 
Fields 
 
Filename - The directory and filename for the generated ITCA file. 
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Producing a Food Price Survey Not Approved Report 

. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click on Food Price Survey Not Approved as shown below: 
 

 
To Produce a Food Price Survey Not Approved Report: 
 
1

 
 

The Food Price Survey Not Approved parameter window is displayed: 
 

 
Figure 53 - Food Price Survey Not Approved  
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Creating a Price Surve  Approved Rep r
 

. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
icking that device name. 
me to which the report being generated will be sent. 

ort to print by typing that number in the Copies field. 
e green light icon to bring up the preview screen 
the Output Device selected. 

Food y Not o t 

1
output device at which to print the report by cl

. If the report is to be sent to a file, enter a filena2
3. Select the number of copies of the rep

 as the Output Device, click th4. If Display was selected
shown below.  Otherwise, the report is processed per 

 

 
Figure 54 - ed Report 

pproved  

 

Sample of Food Price Survey Not Approv

 
Figure 53 - Food Price Survey Not A
 
Fields 

Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a High Risk Vendor Report 
 
To Produce a High Risk Vendor Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click on High Risk Vendor as shown below: 

 

 
 

The High Risk Vendor parameter window is displayed: 
 

 
Figure 55 - The High Risk Vendor 
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Creating a High Risk Vendor Report 
 
1  field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
 filename to which the report being generated will be sent. 
 to print by typing that number in the Copies field. 

Device, click the green light icon to bring up the preview screen 
processed per the Output Device selected. 

. Click the arrow to the right of the Output Device

2. If the report is to be sent to a file, enter a
. Select the number of copies of the report3

4. If Display was selected as the Output 
ise, the report is shown below.  Otherw

 

 

Figure 56 - Sample of High Risk Vendor Report 

 
Figure 55 - The High Risk Vendor 
 

om a drop down list) screen, file, printer, mail, or preview. 

Fields 
 

utput Device - The user may select (frO
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing an Inventory and Price Audit Report 

. Click on Inventory and Price Audit as shown below: 
 

 
To Produce an Inventory and Price Audit Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3

 
 

The Inventory and Price Audit parameter window is displayed: 
 

 
Figure 57 - Inventory and Price Audits  
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Creating a Inventor
 

. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
y clicking that device name. 

me to which the report being generated will be sent. 
ort to print by typing that number in the Copies field. 

arrow to the right of the field. If single vendor is chosen then 

en enter a redemption date from and through.   
. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

y and Price Audits Report 

1
output device at which to print the report b

. If the report is to be sent to a file, enter a filena2
3. Select the number of copies of the rep

ype by using the 4. Then select the report t
use the following field to select a vendor. 

. Choose yes or no for the formula only field and th5
6

 
Figure 58 - Sample of Inventory and Price Audits Report 

Fig

ile
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select all Vendors or a subset of Vendors: all or one Vendor. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Formula Only - The user may select all FI’s or just those with infant formula. 
Redemption Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
 
 

 
ure 57 - Inventory and Price Audits  

 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 

name - If file is selected (above), the directory and filename are entered. F
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Producing an Overdue Milestones Report 
 
To Produce an Overdue Milestones Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info 
3. Click on Overdue Milestones as shown below: 
 

 
The Overdue Milestones parameter window is displayed: 
 

 
Figure 59 - Overdue Milestones  
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Creating a Overdue Milestones Report 
 
1 lid values and select the 

output device at which to print the report by clicking that device name. 
e report being generated will be sent. 
at number in the Copies field. 

e drop down on the right. 
e green light icon to bring up the preview screen 

ce selected. 

. Click the arrow to the right of the Output Device field to show a list of va

2. If the report is to be sent to a file, enter a filename to which th
. Select the number of copies of the report to print by typing th3

4. Select the status of the Vendor from th
 as the Output Device, click th5. If Display was selected

shown below.  Otherwise, the report is processed per the Output Devi
 

 

Figure 60 - Sample of Overdue Milestones Report 

 
Figure 59 - Overdue Milestones  

Fie

w. 

Sta

 
lds 

 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or previe
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 

tus - The particular Vendor status to report on. 
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an Overdue Price Survey Report 

k on Outputs from the menu bar. 

Producing 
 

o Produce an Overdue Price Survey Report T
 

. Clic1
2. Click on Vendor Info. 
3. Click on Overdue Price Survey as shown below: 
 

 
The Overdue Price Survey parameter window is displayed: 
 

 

Figure 61 - Overdue Price Survey  
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Creating a ue Price Surve Report 
 

. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
 clicking that device name. 

me to which the report being generated will be sent. 
ort to print by typing that number in the Copies field. 

e green light icon to bring up the preview screen 
ut Device selected. 

Overd y 

1
output device at which to print the report by

. If the report is to be sent to a file, enter a filena2
3. Select the number of copies of the rep

 as the Output Device, click th4. If Display was selected
shown below.  Otherwise, the report is processed per the Outp

 

 

Fig rt ure 62 - Sample of Overdue Price Survey Repo
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Figure 61 - Overdu
 

ields 

utput Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
e - If file is selected (above), the directory and filename are entered. 

umber of Copies - If printer is selected (above), the number of copies desired is entered. 

e Price Survey  

F
 
O
Filenam
N
Survey Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Status of Vendor/Applicant Authorization Report 

dor/Applicant Authorization Report: 

uthorization as shown below: 

 
To Produce a Status of Ven
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click on Status of Vendor/Applicant A
 

 
The Status of Vendor/Applicant Authorization parameter window is displayed: 
 

 

Figure 63 - Status of Vendor/Applicant Authorization Criteria 
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Creating a Status of Vendor/Applicant Authorization Report 

of valid values and select the 
at device name. 

generated will be sent. 
number of copies of the report to print by typing that number in the Copies field. 

’s approval using the drop down arrow to the right of the field. 
y was selected as the Output Device, click the green light icon to bring up the preview screen 
elow.  Otherwise, the report is processed per the Output Device selected. 

Figure 64 - Sample of Status of Vendor/Applicant Authorization Report 

 

 
 field to show a list 1. Click the arrow to the right of the Output Device

output device at which to print the report by clicking th
. If the report is to be sent to a file, enter a filename to which the report being 2

3. Select the 
. Choose the status of the vendor4

5. If Displa
 bshown

 

 

 
Figure 63 - Status of Vendor/Applicant Authorization Criteria 
 
Fields 
 
Status - The particular Vendor status to report on. 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a Terminated/Disqualified Report 
 

o Produce a Terminated/Disqualified Report: 

isqualified Vendors as shown below: 

T
 

. Click on Outputs from the menu bar. 1
2. Click on Vendor Info. 
3. Click on Terminated/D
 

 
 

The Terminated/Disqualified Vendors parameter window is displayed: 
 

 
Figure 65 - Terminated/Disqualified Vendors 
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Creating a Terminated/Disqualified Vendors Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and sele

output device at which to print the report by clicking that device name. 
ct the 

 If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

2.

 
Figure 66 - Sample of Terminated/Disqualified Vendors Report 

 
Figure 65 - Terminated/Disqualified Vendors 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a TIP Report 
 
To Produce a TIP Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click on TIP Report as shown below: 
 

 
 

The TIP Report parameter window is displayed: 
 

 
Figure 67 - TIP Report Criteria 
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Creating a TIP Report 
 
1. Click the arrow to the right of the Media field to show a list of valid values and select the type of 

environment the data will be stored in. 
2. Select the drive in which this data will be transferred to. 
3. Use the drop down list and select the actual directory in which this data will be stored and finally  
4. Click the proceed button to run the report. 
 

 
Figure 68 - Sample of TIP Report  

 
Figure 67 - TIP Report Criteria 
 
Fields 
 
Media - The media in which the data will be delivered: diskette, etc. 
Drive - The computer drive to send the data file to. 
Directory - The directory in which the file will be stored. 
 
Push Buttons 
 
Proceed –  
Cancel -  
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a within Local Agency Report (No longer in use by AZ 
10/17/2005 – no access to report via AIM.) 

 P  Report: 

. Click on Vendor Alpha within Local Agency as shown below: 
 

he Vendor Alpha within Local Agency parameter window is displayed: 
 

Producing a Vendor Alph

 
To roduce a Vendor Alpha within Local Agency
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3

 
 

T

 

 
Figure 69 - Vendor Alpha within Local Agency  

Creating a Vendor Alpha within Local Agency Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Use the drop down arrow to select the type of report (ie. State, local agency) 
5. Now choose the Local Agency form the drop down list of choices. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 70 - Sample of Vendor Alpha within Local Agency Report 

 
Figure 69 - Vendor Alpha within Local Agency  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If p  entered. 

 The user may select all Vendors or a subset of Vendors: all or Local Agency. 
 to be queried on from the list of values. 

rinter is selected (above), the number of copies desired is
Report Type -
Local Agency - The user may select the Local Agency
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Producing a Vendor Application Data Report 
 
To Produce a Vendor Application Data Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info 
3. Click on Vendor Application Data as shown below: 
 

 

 
 

The Vendor Application Data parameter window is displayed: 
 

 
Figure 71 - Vendor Application Data  
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Creating a Vendor Application Data Report 

e 

ill be sent. 

n for a specific 

 Or, use the drop down arrow on the right side of Vendor Name to select the vendor or retain All 
Vendors to search all vendors.   

6. If applicable, select an owner to report on, or retain the All Owners selection to search all owners. 
7. Choose a peer group from the drop down list and then choose a Local Agency, or retain the All Peer 

Groups and All Local Agencies selection to search all for both options.  
8. Choose to search either Active or Inactive status vendors.  The field defaults to Active. 
9. If Screen was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.   
 

 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select th

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated w

 number in the Copies field. 3. Select the number of copies of the report to print by typing that
rt to retrieve a vendor applicatio4. If available, enter the Vendor ID and run the repo

vendor. 
5.

 
Figure 72 - Sample of Vendor Application Data Report 

 
Figure 71 - Vendor Application Data  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Vendor ID – The user may enter the valid vendor id number to retrieve an application for a specific 
vendor. 
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Vendor Name - The user may select the Vendor to be queried on from the list of values. 
O wner from a list of values. 
P  a Peer Group from a list of values. 

ocal Agency - The user may select a Local Agency to be queried on from the list of values. 
tive or Inactive vendors to query on. 

wner - The user may limit Vendors by selecting an O
eer Group - The user may limit Vendors by selecting

L
Vendor Status - The user may select either Ac
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Producing a Vendor Authorization Report (No longer in use by AZ 10/17/2005 – no 
access to report via AIM.) 
 
To Produce a Vendor Authorization Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info 
3. Click on Vendor Authorization as shown below: 
 

 
 

The Vendor Authorization parameter window is displayed: 
 

 
Figure 73 - Vendor Authorization Criteria 
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Creating a Vendor Authorization Report 
 
1 tput Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 

 print by typing that number in the Copies field. 
. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

 processed per the Output Device selected. 

. Click the arrow to the right of the Ou

2
3. Select the number of copies of the report to
4

shown below.  Otherwise, the report is
 

 
Figure 74 - Sample of Vendor Authorization Report 

 
Figure 73 - Vendor Authorization Criteria 
 
Fields 
 
Output Device - The user may select (fr

ted (above), the directory and filename are entered. 
om a drop down list) screen, file, printer, mail, or preview. 

Filename - If file is selec
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a Vendor Food Prices Comparison Report 
 

s Comparison Report: 

k on Outputs from the menu bar. 
. Click on Vendor Info 

To Produce a Vendor Food Price
 
1. Clic
2
3. Click on Vendor Food Prices Comparison as shown below: 
 

 
 

The Vendor Food Prices Comparison parameter window is displayed: 
 

 
Figure 75 - Vendor Food Prices Comparison  
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Creating a Vendor Food Prices Comparison Report 

dates in their corresponding spaces. 
 to bring up the preview screen 

essed per the Output Device selected. 

 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Move to the survey dates from and thru fields and enter the 
5. If Display was selected as the Output Device, click the green light icon

shown below.  Otherwise, the report is proc
 

 
Figure 76 - Sample of Vendor Food Prices Comparison Report 

 
Figure 75 - Vendor Food

 Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
ilename - If file is selected (above), the directory and filename are entered. 

 Prices Comparison  
 
Fields 
 
Output
F
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Survey Date From – The first date in which the report is run for. 
Thru – The final date in which the report is run for. 
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Producing a Vendor ID within State Report 
 

o Produce a Vendor ID within State Report: 

thin State as shown below: 

T
 

. Click on Outputs from the menu bar. 1
2. Click on Vendor Info. 
3. Click on Vendor ID wi
 

 
 

The Vendor ID within State parameter window is displayed: 
 

 
Figure 77 - Vendor ID within State  
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Creating a Vendor ID within State Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. TAB to the fiscal year field and enter the four digit year to be used for this report.  

If Display was selected as the Output Device, click the green light icon to bring up5.  the preview screen 
shown below.  Otherwise, the report is processed per the Output Device selected. 

 

 

Figure 78 - Sample of Vendor ID within State Report 

igure 77 - Vendor ID within State  

ields 

ter, mail, or preview. 

umber of Copies - If printer is selected (above), the number of copies desired is entered. 
Fiscal Year - The fiscal year from which to draw the TIP-related fields. 
 

 
F
 
F
 
Output Device - The user may select (from a drop down list) screen, file, prin
Filename - If file is selected (above), the directory and filename are entered. 
N
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Producing a Vendor List Report 
 

To Produce a Vendor Mailing Labels Report: 
 

 the menu bar. 1. Click on Outputs from
2. Click on Vendor Info. 

. Click on Vendor List, as shown below: 3
 

 
 

The Vendor List parameter window is displayed: 

 

Figure 79 – Vendor List Report  
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Creating a Vendor List Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If choosing to run the report based on the default selections, then click the green light icon to bring up 

er group to run, then choose 

6. 
. From the next line narrow the search to Active or Inactive vendors, or Both. 
. Next select the Sort By method, either Vendor Id or Vendor Name. 

9. If Preview was selected as the Output Device, clic  the green light icon to bring up the preview 
screen shown below elected. 

the preview screen shown below. 
5. Or if more specific data is to be retrieved, then choose which type of pe

an owner. 
Move to the next line and select a local agency. 

7
8

k
.  Otherwise, the report is processed per the Output Device s

 

 
 Figure 80 – Sample of the Vendor List Report 

Figure 79 – Vendor List Report 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Peer Group - The user may limit Vendors by selecting a Peer Group from a list of values. 
Owner - The user may limit Vendors by selecting an Owner from a list of values. 
Local Agency - The user may select a Local Agency to be queried on from the list of values.  
Active/Inactive - The user may select the Active, Inactive, or Both (Active/Inactive) vendors to be 
queried from the list of values. 
Sort By - The user may select the report to display by either Vendor Id or Vendor Name. 
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Producing a Vendor Mailing Labels Report 
 
To Produce a Vendor Mailing Labels Report: 
 
4. Click on Outputs from the menu bar. 
5. Click on Vendor Info. 
6. Click on Vendor Mailing Labels, as shown below: 
 

 
 

The Vendor Mailing Labels parameter window is displayed: 
 

 
Figure 81 - Vendor Mailing Labels  
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Creating a Vendor Mailing Labels Report 

10. alid values and select the 

 e sent. 
 ber in the Copies field. 
 
 
 

16.  the preview 
screen shown below.  Otherwise, the report is processed per the Output Device selected. 

 
Click the arrow to the right of the Output Device field to show a list of v
output device at which to print the report by clicking that device name. 

11. If the report is to be sent to a file, enter a filename to which the report being generated will b
12. Select the number of copies of the report to print by typing that num
13. Choose which type of report to run, then choose an owner. 
14. Move to the next line and enter a peer group and then a local agency. 
15. Choose a vendor from the drop down list. 

If Preview was selected as the Output Device, click the green light icon to bring up

 

 
Figure 82 - Sample of Vendor Mailing Labels Report 

 
Figure 81 - Vendor Mailing Labels  
 
F
 

ields 

Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select all Vendors or any particular Vendor: all, Owner, Peer Group, Local 

eer Group - The user may limit Vendors by selecting a Peer Group from a list of values. 
Local Agency - The user may select a Local Agency to be queried on from the list of values.  
Vendor - The user may select the Vendor to be queried on from the list of values. 
 

Agency or Vendor. 
Owner - The user may limit Vendors by selecting an Owner from a list of values. 
P
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Producing a Vendors by Ownership Report  (No longer in use by AZ 10/17/2005 – no 
access to report via AIM.) 

o Produce a Vendors By Ownership Report: 

. Click on Vendors by Ownership, as shown below: 
 

 
T
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3

 
The Vendors by Ownership parameter window is displayed: 
 

 
Figure 83 - Vendors by Ownership  
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Creating a Vendors by Ownership Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

Figure 84 - Sample of Vendors by Ownership Report 

 
Figure 83 - Vendors by Ownership  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a Vendor Sales by Location Report 
 
To Produce a Vendor Sales by Location Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor Info. 
3. Click on Vendor Sales by Location, as shown below: 
 

 
 

 Vendor Sales by Location parameter window is displayed: Th
 

e

 
Figure 85 - Vendor Sales by Location  
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Creating a Vendor Sales by Location Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Move down to the location type field and select from the drop down list. 
5. Continue down to the county field and again select from the drop down list. 
6. Then move on to the zip code field and select from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 
 

 
Figure 86 - Sample of Vendor Sales by Location Report 

endor Sales by Location  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Location Type - The user may select all Vendors or any particular Vendor: all, County, or Zip Code 
County - The county that the Vendors are located in may be selected from the list of values. 
Zip Code - The zip code that the Vendors are located in may be selected from the list of values. 

 
Figure 85 - V
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Producing a Vendors & Participants by Location Report 

n Report: 

fo. 
wn below: 

 
To Produce a Vendors & Participants by Locatio
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor In
3. Click on Vendors and Participants by Location as sho
 

 
 

The Vendors & Participants by Location parameter window is displayed: 
 

 
Figure 87 - Vendors & Participants by Location Criteria 
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Creating a Vendors & Particip

. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
 report by clicking that device name. 

. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
ect the number of copies of the report to print by typing that number in the Copies field. 

. Move down to the select field and choose from the drop down list. 

review screen 

ants by Location Report 
 
1

output device at which to print the
2
3. Sel
4
5. Continue down to the county field and again select from the drop down list. 
6. Then move on to the zip code field and select from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the p

shown below.  Otherwise, the report is processed per the Output Device selected. 
 
 

 
Figure 88 - Sample of Vendors & Participants by Location Report 

 
Figure 87 - Vendors & Participants by Location Criteria 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Select - The user may select all Vendors or any particular Vendor: all, County, or Zip Code. 
County - The county that the Vendors are located may be selected from the list of values. 
Zip Code - The zip code that the Vendors are located may be selected from the list of values. 
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Producing a Vendors Overdue for Authorization Actions Report 

ctions Report: 

fo. 
s shown below: 

 
To Produce a Vendors Overdue for Authorization A
 
1. Click on Outputs from the menu bar. 
2. Click on Vendor In
3. Click on Vendors Overdue for Authorization Actions, a
 

 
 

The Vendors Overdue for Authorization Actions parameter window is displayed: 
 

 
Figure 89 - Vendors Overdue for Authorization Actions  
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Creating a Vendors Overdue for Authorization Actions Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 
 

 
Figure 90 - Sample of Vendors Overdue for Authorization Actions Report 

The user may select (from a drop down list) screen, file, printer, mail, or preview. 
If file is selected (above), the directory and filename are entered. 

Number of Copies - If printer is selected (above), the number of copies desired is entered. 
 

 
Figure 89 - Vendors Overdue for Authorization Actions  
 
Fields 
 

utput Device - O
Filename - 
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Producing a History of Vendor Training Report 

Training Report: 

, as shown below: 

 
To Produce a History of Vendor 
 
1. Click on Outputs from the menu bar. 
2. Click on Training. 
3. Click on History of Vendor Training
 

 
 

The History of Vendor Training parameter window is displayed: 
 

 
Figure 91 - History of Vendor Training  

 
Creating a History of Vendor Training Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Move onto the report type field and choose a selection. 
5. Now go to the owner field as well as the vendor field using the drop down list. 
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6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 92 - Sample of History of Vendor Training Report 

 
Figure 91 - History of Vendor Training  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 

e are entered. 
ove), the number of copies desired is entered. 

eport Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
 

Filename - If file is selected (above), the directory and filenam
Number of Copies - If printer is selected (ab
R
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Producing a Missed Vendor Training Report 

rt: 

low: 

 
To Produce a Missed Vendor Training Repo
 
1. Click on Outputs from the menu bar. 
2. Click on Training. 
3. Click on Missed Vendor Training, as shown be
 

 
 

The Missed Vendor Training parameter window is displayed: 
 

 
Figure 93 - Missed Vendor Training  

 
Creating a Missed Vendor Training Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Move to the report type field and choose a selection, followed by the vendor field which has a drop 

down list also available 
5. Use the drop down list to choose a course type and then choose the course itself. 
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6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 94 - Sample of Missed Vendor Training Report 

 
Figure 93 - Missed Vendor Training  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selec
Number of Copies - If printer is selected (above), th

eport Type - The user may select all Vendors or any particular Vendor: all or one Vendor. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Course Type - The user enters all co

ourse - The user enters this field if single course is chosen. 

ted (above), the directory and filename are entered. 
e number of copies desired is entered. 

R

urses or single course. 
C
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Producing a Potential Training Sessions Report 

ns Report: 

own below: 

 
To Produce a Potential Training Sessio
 
1. Click on Outputs from the menu bar. 
2. Click on Training. 
3. Click on Potential Training Sessions, as sh
 

 
 

The Potential Training Sessions parameter window is displayed: 
 

 
Figure 95 - Potential Training Sessions Criteria 

 
Creating a Potential Training Sessions Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Move onto the report type field and choose a selection, followed by the zip code field which has a 

drop down list also available 
5. Use the drop down list to choose a local agency and then fill out the course field using the drop down 
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list. 
6. Enter the number of months it has been since the last training session. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview scr

shown below.  Otherwise, the report is processed per the Output Device
een 

 selected. 
 
 

 
Figure 96 - Sample of Potential Training Sessions Report 

 
Figure 95 - Potential Training Sessions Criteria 
 
Fields 
 
Output Device - The user , mail, or preview. 

If file is selected (above), the directory and filename are entered. 
e number of copies desired is entered. 

elect all Vendors or a subset of Vendors: all, Local Agency, or Zip Code. 
r may select the zip code to be queried on from the list of values. 

gency - The user may select the Local Agency to be queried on from the list of values. 
ourse - The education course that should be searched for potential Vendors to attend training.  

d the 

may select (from a drop down list) screen, file, printer
Filename - 
Number of Copies - If printer is selected (above), th
Report Type - The user may s
Zip - The use
Local A
C
Months Since Last Training - The number of months since the last Vendor representatives attende
training course. 
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Producing an Appeals Report 
 
To Produce an Appeals Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Appeals as shown below: 
 

 
 
The Appeals runtime parameter window is displayed: 
 

 
Figure 97 - Appeals  
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Creating an Appeals Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the Report Level to run the report for. 
5. Select the Status as Open or Closed for the status to run the report for. 
6. Select the Owner for the report to be run for. 
7. Select the Vendor for which the report is to be run. 

Type in the Appeal Close dates From as the beginning date of the data queried. 8. 
. Type in the ending date of the data queried in the Thru field. 

10. Type in the fiscal year for which to run the appeals report.  The user may limit the report to one fiscal 
year. 

11. If Display was select g up the preview screen 
shown below.  Otherw

9

ed as the Output Device, click the green light icon to brin
ise, the report is processed per the Output Device selected. 

 

 
Figure 98 - Sample Appeals Report 

 
Figure 97 - Appeals  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select all Vendors or any particular Vendor: all, Owner, or Vendor. 
Status - The user may limit the Appeals to those that are open, closed or all Appeals. 
Owner - The user may limit Vendors by selecting an Owner from a list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 

CMA Consulting Services 3-193 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

Close Dates From - The beginning date of the data queried. 
T
 

hru - The ending date of the data queried. 
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Producing a Civil Money Penalty Report 
 
To Produce a Civil Money Penalty Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Civil Money Penalty as sown below: 
 

 
The Civil Money Penalty parameter window is displayed: 
 

 

Figure 99 - Civil Money Penalty  
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Creating a Civil Money Penalty Report 
 
1  a list of valid values and select the 

output device at which to print the report by clicking that device name. 
which the report being generated will be sent. 
yping that number in the Copies field. 

wn list. 

 light icon to bring up the preview screen 
put Device selected. 

. Click the arrow to the right of the Output Device field to show

2. If the report is to be sent to a file, enter a filename to 
. Select the number of copies of the report to print by t3

4. Select the report type from the drop do
ear from the drop down list. 5. Then select the fiscal y

6. If Display was selected as the Output Device, click the green
shown below.  Otherwise, the report is processed per the Out

 

 

Figure 100 - Sample of Civil Money Penalty Report 
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Figure 99 - Civil Money Penalty  

d (above), the directory and filename are entered. 
 entered. 

 year. 

 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selecte
Number of Copies - If printer is selected (above), the number of copies desired is
Report Type - The user may select paid, unpaid or all civil money penalties. 
Fiscal Year - The user may limit civil money penalties to one fiscal
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Producing a Complaint Log Report 
 
To Produce a Complaint Log Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Complaint Log as shown below: 
 

 
 

The Complaint Log parameter window is displayed: 
 

 
Figure 101 - Complaint Log  
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Creating a Complaint Log Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 
5. Select an owner or vendor from their respective drop down lists depending on the report type. 
6. Type in a complaint date from and thru in standard (MM/DD/YYYY) format. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 
 

 
Figure 102 - Sample of Complaint Log Report 

 
Figure 101 - Complaint Log  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Complaint Date From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 

CMA Consulting Services 3-199 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Producing a Compliance Activity Report 
 
To Produce a Compliance Activity Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Compliance Activity as shown below: 
 

 
 

The Compliance Activity parameter window is displayed: 
 

 
Figure 103 - Compliance Activity  
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Creating a Compliance Activity Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 
5. Select an owner or vendor from their respective drop down lists depending on the report type. 
6. Type in a monitoring date from and thru in standard (MM/DD/YYYY) format. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

 
Figure 104 - Sample of Compliance Activity Report 

 
Figure 103 - Compliance Activity  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Monitoring Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
 

CMA Consulting Services 3-201 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Producing a Compliance Cases & Sanctions History Report 

. Click on Monitoring. 
ns History as shown below: 

 
1. Click on Outputs from the menu bar. 
2
3. Click on Compliance Cases & Sanctio
 

 
 

The Compliance Cases & Sanctions History parameter window is displayed: 
 

 
Figure 105 - Compliance Cases & Sanctions History  
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Creating a Compliance Cases & Sanctions History Report 

tive drop down lists depending on the report type. 
 (MM/DD/YYYY) format. 

reen light icon to bring up the preview screen 

 

 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 
5. Select an owner or vendor from their respec
6. Type in a dates from and thru in standard
7. If Display was selected as the Output Device, click the g

shown below.  Otherwise, the report is processed per the Output Device selected. 

 
Figure 106 - Sample of Compliance Cases & Sanctions History Report 

 
igure 105 - Compliance Cases & Sanctions History  

ields 

utput Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 

d is entered. 
endors for 

ueried on from the list of values. 
 

F
 
F
 
O
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desire
Report Type - The user may select the number of Vendors to be retrieved: all Vendors, all V
an Owner, or one Vendor. 
Owner - The user may select the Owner to be q
Vendor - The user may select the Vendor to be queried on from the list of values.
Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Monitoring & Sanctions History Report 
 
To Produce a Monitoring and Sanctions History Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Monitoring & Sanctions History, as shown below: 
 

 
 

The Monitoring & Sanctions History parameter window is displayed: 
 

 
Figure 107 - Monitoring & Sanctions History  
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Creating a Monitoring & Sanctions History Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 

Select an owner or vendor from the5. ir respective drop down lists depending on the report type. 

7. reen light icon to bring up the preview screen 
6. Type in a monitoring date from and thru in standard (MM/DD/YYYY) format. 

If Display was selected as the Output Device, click the g
shown below.  Otherwise, the report is processed per the Output Device selected. 

 
 

 
Figure 108 - Sample of Monitoring & Sanctions History Report  

igure 107 - Monitoring & Sanctions History  

 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Monitoring Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
 

 
F
 
Fields 
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Producing a Routine Monitoring Activities Report 

. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Routine Monitoring Activities as shown below: 
 

 
To Produce a Routine Monitoring Activities Report: 
 
1

 
 

The Routine Monitoring Activities parameter window is displayed: 
 

 
Figure 109 - Routine Monitoring Activities  
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Creating a Routine Monitoring Activities Report 

6. 
. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 
5. Select an owner or vendor from their respective drop down lists depending on the report type. 

Type in a completed date from and thru in standard (MM/DD/YYYY) format 
7

 
Figure 110 - Sample of Routine Monitoring Activities Report  

109 - Routine Monitoring Activities  

review. 

 is entered. 
eport Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 

an Owner, or one Vendor. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Owner - The user may select the Owner to be queried on from the list of values. 
Completed Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
 

 
Figure 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or p
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired
R
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Producing a Vendor Contact Activity Report 
 
To Produce a Vendor Contact Activity Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Vendor Contact Activity as shown below: 
 

 
 

The Vendor Contact Activity parameter window is displayed: 
 

 
Figure 111 - Vendor Contact Activity  
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Creating a Vendor Contact Activity Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type from the drop down list. 
5. Select an owner or vendor from their respective drop down lists depending on the report type. 
6. Type in a monitoring date from and thru in standard (MM/DD/YYYY) format. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 112 - Sample of Vendor Contact Activity Report 

 
Figure 111 - Vendor Contact Activity  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of values. 
Vendor - The user may select the Vendor to be queried on from the list of values. 
Monitoring Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Vendors In/Out of Compliance Report 
 
To Produce a Vendors In/Out of Compliance Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Vendors In/Out of Compliance as shown below: 
 

 
 

The Vendors In/Out of Compliance parameter window is displayed: 
 

 
Figure 113 - Vendors In/Out of Compliance  
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C
 

reating a Vendors In/Out of Compliance Report 

1. Click the arrow to the right s and select the 
output device at whi

. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
ort to print by typing that number in the Copies field. 

. Select the report type from the drop down list. 

6. 

w screen 
d. 

 of the Output Device field to show a list of valid value
ch to print the report by clicking that device name. 

2
3. Select the number of copies of the rep
4
5. Choose an owner from the drop down list. 

Select a vendor form the drop down list. 
7. Select the type of compliance from the drop down list. 
8. If Display was selected as the Output Device, click the green light icon to bring up the previe

shown below.  Otherwise, the report is processed per the Output Device selecte
 

 
Figure 114 - Sample of Vendors In/Out of Compliance Report 

 
Figure 113 - Vendo

 Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
ilename - If file is selected (above), the directory and filename are entered. 

 Vendors, all Vendors in 

om the list of values. 
be queried on from the list of values. 

Compliance - The user may select the Vendors in compliance, out of compliance, or all. 
 

rs In/Out of Compliance  
 
Fields 
 
Output
F
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may select the number of Vendors to be retrieved: all
compliance, or all Vendors out of compliance. 
Owner - The user may select the Owner to be queried on fr
Vendor - The user may select the Vendor to 
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Producing a Vendors Not Visited for Routine Monitoring Report 

e Monitoring Report: 

 as shown below: 

 
To Produce a Vendors Not Visited for Routin
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Vendors Not Visited Routine Monitoring
 

 
 

The Vendors Not Visited Routine Monitoring parameter window is displayed: 
 

 
Figure 115 - Vendors Not Visited Routine Monitoring  
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C
 

reating a Vendors Not Visited Routine Monitoring Report 

1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
output device at which to print the report by clicking that device name. 

2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If choosing to run the report based on the default selections, then click the green light icon to bring up 

the preview screen shown below. 
5. Otherwise, enter the Vendor Id and/or select the Vendor Name, and/or select an Owner, and/or a 

Local Agency from the List of Values (LOV) buttons.   
6. The date range defaults to the current month.  Enter a new date range to produce a specified report. 
7. If Preview was selected as the Output Device, click the green light icon to bring up the preview 

screen shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 116 - Sample of Vendors Not Visited Routine Monitoring Report 

 
Figure 115 - Vendors No

 Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
ilename - If file is selected (above), the directory and filename are entered. 

 vendor. 
cting a 

 but the user may limit Vendors by selecting an Owner from 

ocal Agency - The field defaults to “All Local Agencies”, but the user may select a Local Agency to be 
queried on from the list of values.  

t Visited Routine Monitoring  
 
Fields 
 
Output
F
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Vendor ID- This field is a user entered id parameter that specifies a particular
Vendor Name – The field defaults to “All Vendors”, but the user may limit Vendors by sele
Vendor Name from a list of values. 
Owner - The field defaults to “All Owners”,
a list of values. 
L
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Date Range -  The date range defaults to the current month, but the user may modify the date range. 
T t ange. 
 

ackground Process(es) 

 date displays for the column named "date of last monitoring" when the activity for monitoring is 

hru – The end date entered to comple e the date r

B
 
A
specifically "routine monitoring" only. 
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Producing a Visit Outcome By Type Report 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 

. Click on Visit Outcome by Type as shown below: 3
 

 
 

The Visit Outcome by Type parameter window is displayed: 
 

 
F   igure 117 - Visit Outcome by Type
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Creating a Visit Outcome by Type Report 
 

. Click the arrow to the right of the Output1  Device field to show a list of valid values and select the 
output device at which to print the report by clicking that device name. 

2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the completion date from and thru in their respective fields. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

 
Figure 118 - Sample of Visit Outcome by Type Report  

 
Figure 117 - Visit Outcome by Type  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Completion Date From - The beginning date for the range of completion dates to reported upon. 
Thru - The ending date for the range of completion dates to be reported upon. 
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Producing a Vendor Quarterly Profiles Report 
 
To Produce a Vendor Quarterly Profiles Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Monitoring. 
3. Click on Vendor Quarterly Profiles as shown below: 
 

 
 

The Vendor Quarterly Profiles parameter window is displayed: 
 

 
Figure 119 - Vendor Quarterly Profiles  
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C
 

reating a Vendor Quarterly Profiles Report 

1. Click the arrow to the right of the Output s and select the 
output device at which to p

. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
 report to print by typing that number in the Copies field. 

. Select the report type from the drop down list. 

6. t. 
n 

 Device field to show a list of valid value
rint the report by clicking that device name. 

2
3. Select the number of copies of the
4
5. Select an owner or vendor from their respective drop down lists depending on the report type. 

Fill in the date from and thru fields in standard (MM/DD/YYYY) forma
7. If Display was selected as the Output Device, click the green light icon to bring up the preview scree

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 120 - Sample of Vendor Quarterly Profiles Report 

 
Figure 119 - Vendor Quarterly Profiles  
 
Fields 

 a drop down list) screen, file, printer, mail, or preview. 
ilename - If file is selected (above), the directory and filename are entered. 

r of Copies - If printer is selected (above), the number of copies desired is entered. 
eport Type - The user may select the number of Vendors to be retrieved: all Vendors, all Vendors for 

es. 

 
Output Device - The user may select (from
F
Numbe
R
an Owner, or one Vendor. 
Owner - The user may select the Owner to be queried on from the list of valu
Vendor - The user may select the Vendor to be queried on from the list of values. 
Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Exception Redemption Analysis Report 
 
To Produce an Exception Redemption Analysis Report: 

. Click on Risk Analysis. 
3. Click on Exception Redemption Analysis as shown below: 
 

 
1. Click on Outputs from the menu bar. 
2

 
 

The Exception Redemption Analysis parameter window is displayed: 
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Figure 121 - Exception Redemption Analysis Criteria 

 
Creating a Exception Redemption Analysis Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Fill in the for from and thru dates fields in standard (MM/DD/YYYY) format. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 122 - Sample of Exception Redemption Analysis Report 

 
Figure 121 - Exception Redemption Analysis Criteria 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 

 of copies desired is entered. 
For Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 

Number of Copies - If printer is selected (above), the number
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Producing a High Average FI Cost Report 
 

o Produce a High Average FI Cost Report: T
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on High Average FI Cost as shown below: 
 

 
The High Average FI Cost parameter window is displayed: 
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Figure 123 - High Average FI Cost Criteria 

 
Creating a High Average FI Cost Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
5. Select the report type using the drop down list.  
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 124 - Sample of High Average FI Cost Report 

 
Figure 123 - High Average FI Cost Criteria 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Paid Date From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
Report Type - Allows the user to select a summary or a detail of summary report. 
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Producing a High Mean FI Value Report 
 
To Produce a High Mean FI Value Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on High Mean FI Value as shown below: 
 

 
The High Mean FI Value parameter window is displayed: 
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Figure 125 - High Mean FI Value  

 
Creating a High Mean FI Value Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
generated will be sent. 

ber in the Copies field. 
4. Select the level of the report from the drop down list. 
5. Select the paid month from the drop down list. 
6. Type in a 4 digit year in the year field. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

2. If the report is to be sent to a file, enter a filenam  to which the report being 
3. Select the number of copies of the report to print by typing that num

e

CMA Consulting Services 3-226 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Figure 126 - Sample of High Mean FI Value Report 

 

 
Figure 125 - High Mean FI Value  

review. 

d is entered. 

 
Fields 
 

rinter, mail, or pOutput Device - The user may select (from a drop down list) screen, file, p
ename are entered. Filename - If file is selected (above), the directory and fil

Number of Copies - If printer is selected (above), the number of copies desire
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Level - Requires the user to select a summary or a detail of summary report.  
Paid Month - The month of the data queried. 
Year - The year of the data queried. 
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Producing a High Percentage of FI Cost Report 
 
To Produce a High Percentage of FI Cost Report: 

: 

 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on High Percentage of FI Cost as shown below
 

 
The High Percentage of FI Cost parameter window is displayed: 
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Figure 127 - High Percentage of FI Cost  

 
reating a High Percentage of FI Cost Report 

. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

2. ing generated will be sent. 

. 

reen 

C
 
1

output device at which to print the report by clicking that device name. 
If the report is to be sent to a file, enter a filename to which the report be

3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format
5. Select the report type using the drop down list.  
6. If Display was selected as the Output Device, click the green light icon to bring up the preview sc

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 128 - Sample of High Percentage of FI Cost Report 

 
Figure 127 - High Percentage of FI Cost  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Paid Date From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
Report Type - Allows the user to select a summary or a detail of summary report. 
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Producing a Increasing Trend in WIC Volume & Price Report 

. Click on Risk Analysis. 
lume & Price as shown below: 

 
1. Click on Outputs from the menu bar. 
2
3. Click on Increasing Trend in WIC Vo
 

 
 

The Increasing Trend in WIC Volume & Price parameter window is displayed: 
 

 
Figure 129 - Increasing Trend in WIC Volume & Price  

CMA Consulting Services 3-232 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

C
 

reating a Increasing Trend in WIC Volume & Price Report 

1. Click the arrow to the right s and select the 
output device at which to 

. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
eport to print by typing that number in the Copies field. 

. Select the redemption month from the drop down list. 

6. o bring up the preview screen 

 of the Output Device field to show a list of valid value
print the report by clicking that device name. 

2
3. Select the number of copies of the r
4
5. Type in a 4 digit year in the year field. 

If Display was selected as the Output Device, click the green light icon t
shown below.  Otherwise, the report is processed per the Output Device selected. 

 

 
Figure 130 - Sample of Increasing Trend in WIC Volume & Price Report 

 
Figure 129 - Increasing Trend in WIC Volume & Price  
 
Fields 
 

utput Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
ctory and filename are entered. 

umber of Copies - If printer is selected (above), the number of copies desired is entered. 
ption Month - Enter redemption month here. The report will retrieve data for this month and the 

ree months prior. If the redemption month chosen is a recent month, the first month on the report may 

O
Filename - If file is selected (above), the dire
N
Redem
th
show a partial redemption amount. 
Year - The year of the data queried. 
 

CMA Consulting Services 3-233 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

Producing a Low FI Variation Index Report 

ort: 

. Click on Low FI Variation Index as shown below
 

 
To Produce a Low FI Variation Index Rep
 
1. Click on Outputs from the menu bar. 

. Click on Risk Analysis. 2
3 : 

 
 

The Low FI Variation Index parameter window is displayed: 
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Figure 131 - Low FI Variation Index  

1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 
output device at which to print the report by clicking that device name. 

2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the level from the drop down list. 
5. Select the FI quantity from the drop down list. 
6. Select the FI type from the drop down list. 
7. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
8. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
reating a Low FI Variation Index Report C
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Figure 132 - Sample of Low FI Variation Index Report 

 
Figure 131 - Low FI Variation Index  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 

 desired is entered.  
Level - Allows the user to select a summary or a detail of summary report. 
FI Quantity - The user may select the number of FI’s to be retrieved: all FI types, or one FI type. 
FI Type - The user may select the FI type to be queried on from the list of values.  
Paid Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
 

Number of Copies - If printer is selected (above), the number of copies
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Producing a Low FI Variance within Peer Group Report 
 

o Produce a Low FI Variance within Peer Group Report: T
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Low FI Variance within Peer Group as shown below: 
 

 
 

The Low FI Variance within Peer Group parameter window is displayed: 
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Figure 133 - Low FI Variance within Peer Group  

 
Creating a Low FI Variance within Peer Group Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list.  
5. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 134 - Sample of Low FI Variance within Peer Group Report 

 
igure 133 - Low FI Variance within Peer Group  

hr

F
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select a summary or a detail of summary report. 
Paid Date From - The beginning date of the data queried. 

u - The ending date of the data queried. T
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Producing a Peer Group Median FI Cost Report 
 
To Produce a Peer Group Median FI Cost Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Peer Group Median FI Cost as shown below: 
 

 
 

The Peer Group Median FI Cost parameter window is displayed: 
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Figure 135 - Peer Group Median FI Cost  

 
Creating a Peer Group Median FI Cost Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the survey dates from and thru fields with a date in the standard (MM/DD/YYYY) format. 
5. Type in the redemption dates from and thru fields with a date in the standard (MM/DD/YYYY) 

format. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 136 - Sample of Peer Group Median FI Cost Report 

 
Figure 135 - Peer Group Median FI Cost  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Survey Dates from - The beginning date of the price survey data queried. 
Thru - The ending date of the price survey data queried. 
Redeemed Dates from - The beginning date of the redemption data queried. 
Thru - The ending date of the redemption data queried. 
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Producing a Redemption by FI Type Report 
 
To Produce a Redemption by FI Type Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Redemption by FI Type as shown below: 
 

 
 

The Redemption by FI Type parameter window is displayed: 
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Figure 137 - Redemption by FI Type  

 
Creating a Redemption by FI Type Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list.  
5. If choosing to run the report based on the default selections, enter a date range and select a food 

instrument type, then click the green light icon to bring up the preview screen shown below.  
6. Otherwise, enter the Vendor Id and/or select the Vendor Name, and/or select an Owner, and/or a 

Local Agency, and/or a Peer Group from the List of Values (LOV) buttons.   
7. Enter a date range to produce a specific redemption report. 
8. Select the Food Instrument Type from the List of Values (LOV) button. 
9. If Preview was selected as the Output Device, click the green light icon to bring up the preview 

screen shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 138 - Sample of Redemption by FI Type Report 

 
Figure 137 - Redemption by FI Type 
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select a summary or a detail of summary report. 
Vendor ID - This field is a user entered id parameter that specifies a particular vendor. 
Vendor Name – The field defaults to “All Vendors”, but the user may limit Vendors by selecting a 
Vendor Name from a list of values. 
Owner - The field defaults to “All Owners”, but the user may limit Vendors by selecting an Owner from 
a list of values. 
Local Agency - The field defaults to “All Local Agencies”, but the user may select a Local Agency to be 
queried on from the list of values.  
Peer Group - The user may limit Vendors by selecting a Peer Group from a list of values. 
Date Range - The user enters the date range for the redemption month specified. 
Thru – The end date entered to complete the date range. 
Food Instrument Type -  The field defaults to a blank field, but the user may limit the Food Instrument 
Type by selecting an individual food instrument type from the list of values. 
 
Background Process(es) 
 
This report shows redemption amount and volume for each FI type by peer group. 
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Producing a Redemption by Formula Type Report 
 
To Produce a Redemption by Formula Type Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Redemption by Formula Type as shown below: 
 

 
 

The Redemption by Formula Type parameter window is displayed: 
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Figure 139 - Redemption by Formula Type  

 
Creating a Redemption by Formula Type Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the redemption month from the drop down list. 
5. Type in a 4 digit year in the year field. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 140 - Sample of Redemption by Formula Type Report 

 
Figure 139 - Redemption by Formula Type  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption Month - The month which will be queried for food instrument reconciliations. 
Redemption Year - The year which will be queried for food instrument reconciliations. 
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Producing a Redemption History Report 
 
To Produce a Redemption History Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Redemption History as shown below: 
 

 
 

The Redemption History parameter window is displayed: 
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Figure 141 - Redemption History  

 
Creating a Redemption History Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field.   
4. If choosing to run the report based on the default selections, select a redemption month from the list 

of values and enter a 4-digit year in the year field, then click the green light icon to bring up the 
preview screen shown below.  

5. Otherwise, enter the Vendor Id and/or select the Vendor Name, and/or select an Owner, and/or a 
Local Agency, and/or a Peer Group from the List of Values (LOV) buttons.   

6. Select the redemption month from the drop down list. 
7. Type in a 4-digit year in the year field. 
8. If Preview was selected as the Output Device, click the green light icon to bring up the preview 

screen shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 142 - Sample of Redemption History Report 

 
Figure 141 - Redemption History  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Vendor ID - This field is a user entered id parameter that specifies a particular vendor. 
Vendor Name – The field defaults to “All Vendors”, but the user may limit Vendors by selecting a 
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Vendor Name from a list of values. 
Owner - The field defaults to “All Owners”, but the user may limit Vendors by selecting an Owner from 
a list of values. 
Local Agency - The field defaults to “All Local Agencies”, but the user may select a Local Agency to be 
queried on from the list of values.  
Peer Group - The user may limit Vendors by selecting a Peer Group from a list of values. 
Redemption Month - The month which will be queried for food instrument reconciliations.  The field 
defaults to the month of January. 
Redemption Year - The year which will be queried for food instrument reconciliations.  The field 
requires a four digit year format. 
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Producing a Redemption Ranking by Volume Report 
 
To Produce a Redemption Ranking by Volume Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Redemption Ranking by Volume as shown below: 
 

 
 

The Redemption Ranking by Volume parameter window is displayed: 
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Figure 143 - Redemption Ranking by Volume  

 
Creating a Redemption Ranking by Volume Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the redemption month from the drop down list. 
5. Type in a 4 digit year in the year field. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 144 - Sample of Redemption Ranking by Volume Report 

 
Figure 143 - Redemption Ranking by Volume  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption Month - The redemption month to be used in the ranking analysis. 
Redemption Year - The redemption year to be used in the ranking analysis. 
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Producing a Rejected Food Instruments by Local Agency Report 
 
To Produce a Rejected Food Instruments by Local Agency Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Rejected Food Instruments by Local Agency as shown below: 
 

 
 

The Rejected Food Instruments by Local Agency parameter window is displayed: 
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Figure 145 - Rejected Food Instruments by Local Agency  

 
Creating a Rejected Food Instruments by Local Agency Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the rejection dates from and thru fields with a date in the standard (MM/DD/YYYY) format. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 146 - Sample of Rejected Food Instruments by Local Agency Report 

 
Figure 145 - Rejected Food Instruments by Local Agency  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select a summary or a detail of summary report. 
Rejection Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Rejected Redemption History Report 
 
To Produce a Rejected Redemption History Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Rejected Redemption History as shown below: 
 

 
 

The Rejected Redemption History parameter window is displayed: 
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Figure 147 - Rejected Redemption History  

 
Creating a Rejected Redemption History Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the redemption month from the drop down list. 
5. Type in a 4 digit year in the year field. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 148 - Sample of Rejected Redemption History Report 

 
Figure 147 - Rejected Redemption History  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption Month - The month which will be queried for food instrument reconciliation. 
Year - The year which will be queried for food instrument reconciliation. 
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Producing a Risk Ranking Report 
 
To Produce a Risk Ranking Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Risk Ranking as shown below: 
 

 
 

The Risk Ranking parameter window is displayed: 
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Figure 149 - Risk Ranking  

 
Creating a Risk Ranking Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the redemption dates from and thru fields with a date in the standard (MM/DD/YYYY) 

format. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 150 - Sample of Risk Ranking Report 

 
Figure 149 - Risk Ranking  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Authorization Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Summary FI Reconciliation Report 
 
To Produce a Summary FI Reconciliation Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Summary FI Reconciliation as shown below: 
 

 
 

The Summary FI Reconciliation parameter window is displayed: 
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Figure 151 - Summary FI Reconciliation  

 
Creating a Summary FI Reconciliation Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the redemption dates from and thru fields with a date in the standard (MM/DD/YYYY) 

format. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 152 - Sample of Summary FI Reconciliation Report 

 
Figure 151 - Summary FI Reconciliation  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Vendor Collections Billed/Paid Report 
 
To Produce a Vendor Collections Billed/Paid Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis 
3. Click on Vendor Collections Billed/Paid as shown below: 
 

 
The Vendor Collections Billed/Paid parameter window is displayed: 
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Figure 153 - Vendor Collections Billed/Paid  

 
Creating a Vendor Collections Billed/Paid Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
10. Select the report type using the drop down list. 
11. Fill in the billed date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
12. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
4. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 154 - Sample of Vendor Collections Billed/Paid Report 

 

 
Figure 153 - Vendor Collections Billed/Paid  

 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Report Type - The user may select all collections or a subset: all collections, all paid, or all unpaid. 
Billed Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
Paid Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Vendor Sales Analysis Report 
 
To Produce a Vendor Sales Analysis Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Vendor Sales Analysis as shown below: 
 

 
 

The Vendor Sales Analysis parameter window is displayed: 

CMA Consulting Services 3-271 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

 

Figure 155 - Vendor Sales Analysis  

 
Creating a Vendor Sales Analysis Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in the Paid dates from and thru fields with a date in the standard (MM/DD/YYYY) format. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 156 - Sample of Vendor Sales Analysis Report 

 

 
Figure 155 - Vendor Sales Analysis  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Paid Dates From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a Zero FI Variance Report 
 
To Produce a Zero FI Variance Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on Risk Analysis. 
3. Click on Zero FI Variance as shown below: 
 

 
 

The Zero FI Variance parameter window is displayed: 

CMA Consulting Services 3-275 April 27, 2007 



Arizona AIM System  Vendor Management Part II 
State Agency User Manual 

 

 
Figure 157 - Zero FI Variance  

 
Creating a Zero FI Variance Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list. 
5. Fill in the paid date from and thru fields with dates in the standard (MM/DD/YYYY) format. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
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Figure 158 - Sample of Zero FI Variance Report 

 
Figure 157 - Zero FI Variance  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may chose the type of report generated - summary, detail, or summary and detail. 
Paid Date From - The beginning date of the data queried. 
Thru - The ending date of the data queried. 
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Producing a FI Type File Listing Report 
 
To Produce a FI Type File Listing Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on FI Type File Listing as shown below: 
 

 
 

The FI Type File Listing parameter window is displayed: 
 

 
Figure 159 - FI Type File Listing  
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Creating a FI Type File Listing Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select a single FI Type from the List of Values (LOV) arrow button, or default to the All selection to 

view all FI Types on the report. 
5. Click the green light icon to bring up the preview screen shown below.  Otherwise, the report is 

processed per the Output Device selected. 
 

 

Figure 160 - Sample of FI Type File Listing Report 

 
Figure 159 - FI Type File Listing  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a FI Type Price Update Report 
 
To Produce a FI Type Price Update Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on FI Type Price Update as shown below: 
 

 
 

The FI Type Price Update parameter window is displayed: 
 

 
Figure 161 - FI Type Price Update  
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Creating a FI Type Price Update Report 
 
Complete the FI Type Price Update dialog box as described below. 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 162 - Sample of FI Type Price Update Report 

 
Figure 161 - FI Type Price Update  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
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Producing a FIs Paid/Voided by FI Type Index Report (No longer in use by AZ 6/8/06 – 
no access to report via AIM.) 

 
To Produce a FIs Paid/Voided by FI Type Index Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on FI’s Paid/Voided by FI Type Index as shown below: 
 

 
 

The FI’s Paid/Voided by FI Type Index parameter window is displayed: 
 

 
Figure 163 - FI’s Paid/Voided by FI Type Index  
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Creating a FI’s Paid/Voided by FI Type Index Report 
 
Complete the FI’s Paid/Voided by FI Type Index dialog box as described below. 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in a 4 digit year in the FFY year field. 
5. Select the month from the drop down list. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 164 - Sample of FI’s Paid/Voided by FI Type Index Report 

 
Figure 163 - FI’s Paid/Voided by FI Type Index  

 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a FI’s Paid/Voided Index Report (No longer in use by AZ 6/8/06 – no access 
to report via AIM.) 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on FI’s Paid/Voided Index as shown below: 
 

 
 

The FI’s Paid/Voided Index parameter window is displayed: 
 

 
Figure 165 - FI’s Paid/Voided Index  
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Creating a FI’s Paid/Voided Index Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in a 4 digit year in the FFY year field. 
5. Select the month from the drop down list. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 166 - Sample of FI’s Paid/Voided Index Report 

 
Figure 165 - FI’s Paid/Voided Index  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Flagged FI’s Report 
 
To Produce a Flagged FI’s Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Flagged FI’s as shown below: 
 

 
 

The Flagged FI’s parameter window is displayed: 
 

 

Figure 167 - Flagged FI’s  
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Creating a Flagged FI’s Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list.  
5. Type in a 4 digit year in the FFY year field. 
6. Select the month from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 168 - Sample of Flagged FI’s Report 
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Figure 167 - Flagged FI’s  

 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select the Local Agency Detail, State Summary, or both. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Redemption Error Report 
 
To Produce a Redemption Error Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Redemption Error as shown below: 
 

 
The Redemption Error parameter window is displayed: 
 

 

Figure 169 - Redemption Error  
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Creating a Redemption Error Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list.  
5. Type in a 4 digit year in the FFY year field. 
6. Select the month from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

Figure 170 - Sample of Redemption Error Report 
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Figure 169 - Redemption Error  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select the Participant Details, State Totals, or both. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Vendor Food Cost Report 
 
To Produce a Vendor Food Cost Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Vendor Food Cost as shown below: 
 

 
 

The Vendor Food Cost parameter window is displayed: 
 

 
Figure 171 - Vendor Food Cost  
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Creating a Vendor Food Cost Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Type in a 4digit year in the FFY year field. 
5. Select the month from the drop down list. 
6. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 

Figure 172 - Sample of Vendor Food Cost Report 

 
Figure 171 - Vendor Food Cost  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Vendor Food Cost – Issuing Agency Analysis Report 
 
To Produce a Vendor Food Cost – Issuing Agency Analysis Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Vendor Food Cost – Issuing Agency Analysis as shown below: 
 

 
 

The Vendor Food Cost – Issuing Agency Analysis parameter window is displayed: 
 

 
Figure 173 - Vendor Food Cost – Issuing Agency Analysis  
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Creating a Vendor Food Cost – Issuing Agency Analysis Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the report type using the drop down list.  
5. Type in a 4 digit year in the FFY year field. 
6. Select the month from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 174 - Sample of Vendor Food Cost – Issuing Agency Analysis Report 

 
Figure 173 - Vendor Food Cost – Issuing Agency Analysis  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - The user may chose the type of report generated – State Summary, Local Agency/Clinic 
Detail, or Local Agency/Clinic Detail and State Summary. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Vendor Formula Redemption Report 
 
To Produce a Vendor Formula Redemption Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Vendor Formula Redemption as shown below: 
 

 
 

The Vendor Formula Redemption parameter window is displayed: 
 

 
Figure 175 - Vendor Formula Redemption  
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Creating a Vendor Formula Redemption Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the reporting type using the drop down list.  
5. Type in a 4 digit year in the redemption FFY year field. 
6. Select the quarter from the drop down list. 
7. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 176 - Sample of Vendor Formula Redemption Report 

 
Figure 175 - Vendor Formula Redemption  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Reporting Type - Allows the user to select the Vendor Detail, State Summary, or both. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Quarter - The fiscal quarter which will be queried for food instrument reconciliation.  
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Producing a Vendor Reject Report 
 
To Produce a Vendor Reject Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Vendor Reject as shown below: 
 

 
 

The Vendor Reject parameter window is displayed: 
 

 
Figure 177 - Vendor Reject  
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Creating a Vendor Reject Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the status of the Vendor from the drop down on the right. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 178 - Sample of Vendor Reject Report 

 
Figure 177 - Vendor Reject  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Reporting Type - Allows the user to select the Vendor Detail, State Summary, or both. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Month - The fiscal month which will be queried for food instrument reconciliation. 
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Producing a Vendor Report Card Report 
 
To Produce a Vendor Report Card Report: 
 
1. Click on Outputs from the menu bar. 
2. Click on FI Payment/Reconciliation. 
3. Click on Vendor Report Card as shown below: 
 

 
 

The Vendor Report Card parameter window is displayed: 
 

 
Figure 179 - Vendor Report Card  
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Creating a Vendor Report Card Report 
 
1. Click the arrow to the right of the Output Device field to show a list of valid values and select the 

output device at which to print the report by clicking that device name. 
2. If the report is to be sent to a file, enter a filename to which the report being generated will be sent. 
3. Select the number of copies of the report to print by typing that number in the Copies field. 
4. Select the status of the Vendor from the drop down on the right. 
5. If Display was selected as the Output Device, click the green light icon to bring up the preview screen 

shown below.  Otherwise, the report is processed per the Output Device selected. 
 

 
Figure 180 - Sample of Vendor Report Card Report 

 
Figure 179 - Vendor Report Card  
 
Fields 
 
Output Device - The user may select (from a drop down list) screen, file, printer, mail, or preview. 
Filename - If file is selected (above), the directory and filename are entered. 
Number of Copies - If printer is selected (above), the number of copies desired is entered. 
Report Type - Allows the user to select the Vendor Detail, State Summary, or both. 
Redemption FFY - The Federal Fiscal Year which will be queried for food instrument reconciliation. 
Quarter - The fiscal quarter which will be queried for food instrument reconciliation. 
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